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Course Objectives

Upon completion of this course, you should be able to:

[1 Describe an overview of how employee information
IS created and maintained in HRMS

L1 Identify new terms and concepts specific to payroll
master data creation and maintenance

[1 Create and maintain employee’s payroll master data
[1 Describe the benefits process

[1 Assign recurring and single payments and
deductions

L1 View Reports
[] Locate the OLQR




Section 1
Maintain Payroll Master Data
Overview




Maintain Payroll Master Data Overview

B At the end of this section, you should be able to:

— List the terms used in maintaining Payroll Master Data

— Describe the roles in HRMS as they relate to maintaining
Payroll Master Data

— Describe Effective Dating
— Explain the definition of Payroll Master Data

— List the triggers for creating and maintaining Payroll Master
Data

State of i

Washington



Definitions of Master Data

= Master data can be created and maintained state wide
— It follows employees throughout their state employment.

= Master data is information that remains the same over a
long period of time, some examples are:

= Employee First & Last Name
= Address Information
= Bank Detalls
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New Terms

Term Description

Transaction Code Is a code corresponding to a specific transaction. Users
can access transactions either by using the menu path
or entering the transaction code.

HR : :
D'\sp‘a‘loata A transaction code can contain up to 20 characters and
\\l\as“)izo should always begin with a letter. Permitted characters

are letters A-Z, numbers 0-9, and the underscore .

A transaction code is entered in the Command Field.

HE master data Edit Goto Extras  Lhilities  Settings System Help

& PA20 3 dH QOGRS EE 80
#|=| Display HR Master Data

State of Washington



New Terms (con’t)
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Term

Description

Infotypes
\
\
%

=g
| Infotype  Edit Goto Extras  Systern Help

|@ 1 IH @

Display Actions (0000)

Hl [= D& e ||:’ Pers.No.i
Name

PersArea

11466857

Start

John Doe 01146857

1000 | Atarmey General
"™ | psubarea (@61 | Non Repr
05/01/2008] to

esented  EESubgroup |81

1243179993

Appointment Change
54 Status Change

70084849 HUMAN RES(

Infotypes are used to group related data fields
together.

They provide information with a structure, facilitate
data entry, and enable you to store data for
specific periods.

« To the user, infotypes appear as data entry
screens. They contain whole series of information
(for example, last name, first name, date of birth)
that you enter in data fields.

* Infotypes are accessed by the role you are
assigned.

« During an action?, infotypes are grouped together
to help the user navigate from screen to screen
automatically. Therefore, there is no need to worry
about missing required data fields.

State of Washington

tActions are system tasks. We will discuss the New Hire action in Section 1.




New Terms (con’t)
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Term

Description

Start Date

This is the date on which a record begins.

End Date

This is the end date of a record.

The end date often defaults to 12/31/9999. Verify
this is the desired end date prior to saving the
action.

Delimit Date

This involves setting an end date for a record
when it will no longer be valid. Delimited
records are retained as a historical account.

State of Washington



New Term and Concept
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Term

Description

Effective Dating

13
20
27

14
21
28

15
22

16
23

10
17

al

11
15
25

12
19

Assign start and end dates to employee
Information in HRMS.

You can enter information into HRMS at any time,
before or after the employee information changes.

10
17
24

11
15
25

12
19
26

13
20
27

14
21
28

u]

15
22
29

16
23

Use CAUTION when using effective dating specifically when
working on employee New Hires and Appointment
Changes.

» Although effective dating is beneficial to agencies,
be aware that back-dating could adversely affect
other components in HRMS.

« If the employee did not start on the date that was
entered into HRMS, there are procedures in the
OLQR that outline specific scenarios.

* By back-dating an employee’s personnel action it can
cause complications in payroll if it has been processed
and even if the employee has no earnings for that pay
period.

State of Washington
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Effective Dating Example

June 7t — Marsha, the Personnel Administration Processor,
receives notification of Kevin’s retirement

Start Here

June 1st June 9t
Kevin hands Marsha
a letter to his enters
supervisor Kevin's
detailing his retirement
retirement iInto HRMS
plans and to become
date of July effective on
318t July 318t

July 315t — Kevin retires with no data entry
needed as HRMS activates retirement
based on effective data entered on June 9t

State of Washington
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Effective Dating Example - Different View

June

14 13 16

20 21 22 23 24 25 26
27 28 29 30

June 1l

Kevin sends letter to supervisor

notifying of retirement
June 7

Supervisor receives letter
June 9

Supervisor enters retirement

date in HRMS.

State of Washington

Jul

1
e 7 &8 | 9|10 11 12
13 14 13 16 17 18 19
20021 22 23 24 23 Zb
27 28 29 30

July 31

Kevin retires - no data entry

required, because supervisor

entered retirement date in
. HRMS on back on June 9.




HRMS Role Based Security

Human Resource Management System (HRMS) has role-based
security

— A ‘role” is defined as a major grouping of activities that reflect a
specific aspect of a person’s job

= Your assigned HRMS role dictates the information that you can
create, change and display

— Your agency assigned your role based on what tasks you perform

= There are centralized roles and (agency-level) roles

State of Washington

16
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Payroll Master Data Roles - Decentralized

Payroll Processor

Responsible for creating and maintaining payroll information for
new and existing employees in the HRMS system. New employee
payroll information is entered once the human resource information

has been entered.

Benefits Processor

Role is responsible for maintaining and updating benefit plan
participation information for all eligible State employees. In
addition, the Benefits Processor provides general benefits advice,

guidance and support to managers and supervisors.

State of Washington
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Payroll Master Data Roles - Decentralized

Payroll Analyst

Is responsible for running simulated payrolls, correcting payroll
errors, producing and reviewing payroll reports, and executing off-
cycle reversals in the HRMS system.

Payroll Supervisor

Role provides oversight for the following payroll-related roles:
= Payroll Processor
= Payroll Analyst
» Garnishment Administrator
= Benefits Processor

Payroll Inquirer

Views payroll information once it is entered in the HRMS system.

State of Washington
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Centralized Payroll Master Data Roles

Payroll Configuration Analyst (DES)

Corrects technical payroll errors (i.e., incorrect wage types) and
creates new wage types for state agencies.

Financial Approver (OFM)

Approves new deductions, pay codes and allowances that are
created by the Payroll Configuration Analyst.

Benefits Configuration Analyst (DES)

Creates and maintains retirement plans, configures new health and
Insurance plans and annual rate changes.

DES Department of Enterprise Services

OFM | Office of Financial Management

State of Washington



Review Question #1

Which role is responsible for which activity?

Enters Payroll Master Data

Enters Retirement Data

Approves new deduction types and
allowances types

Provides input to the Payroll processor and
analyst

Roles:
1. Benefits Processor 3. Payroll Supervisor

2. Payroll Processor 4. Financial Approver

State of Washington



Section 2
Create and Maintain
Payroll Master Data

21



Section 2 Overview

= Upon completion of this section, you should be able to:

— List the new terms used in in this section

— Explain how the HRMS roles work together to perform a

personnel action (hire/newnhire)

— Describe the difference between creating and maintaining

Payroll Master Data

— Perform ten common Payroll Master Data scenarios

22



New Terms

23

Term

Description

Personnel Action

This groups infotypes according to business needs. The
personnel actions menu will identify the action type to
process such as new hire, appointment change,
separation, etc.

Wage Type

This is an object in Payroll and Personnel
Administration which stores amounts or time units that
are used to calculate pay and deductions, store results,
and determine statistics.

It separates amounts and time units for various
business processes. It enables the system to process
amounts and time units in different ways during the
payroll run.

Payment Model

This is a pre-defined schedule for taking a deduction or
making a payment, such as monthly, semi-monthly, etc.

State of Washington



Payroll Master Data Overview of Roles
H Personnel Administration Processor
| LT Starts the new hire action and hands over to the

: !l'._. s l Payroll Processor to begin at the Bank Detalls

Infotype (0009)

Payroll Processor

& Receives the hand off and begins entry,
— _ completing all necessary infotypes. Then is
“\ responsible for handing off to the Benefits
Processor

Benefits Processor

portion of the employee record at the

»
f ‘Q‘ Receives the hand off and begins the final
o | ' General Benefits Infotype (0171)

S f Washington

24
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Roles Associated with Infotypes

H = The Personnel Administration (PA) Processor is
N prompted through the infotypes that are required

_l"_. - lduring the hiring process for a new employee:

-Create Personal Data (0002)

-Create Actions (0000) -Create Contract Elements (0016)
-Create Organizational Assignment (0001) -Create Planned Working Time (0007)
-Create Addresses (0006) -Change Data Specifications (0041)
-Time Specifications/Employee(0552) -Create Basic Pay (0008)

-Create Education (0022) -Military Status (0081)

-Monitoring of Tasks (0019) -Create Additional Personal Data (0077)

State of Washington



Roles Associated with Infotypes (con’t)

= The Payroll Processor receives the hand off
and is prompted through the infotypes that are
required for the next step in the hiring process
for a new employee:

— Bank Details (0009)

— Recurring Payments/Deductions (0014)

| — Unemployment State (0209)

L= _ Withholdings Info W4/W5 US (0210)
- _ Additional Withholdings Info US (0234)

26



27
Roles Associated with Infotypes (con’t)

* The Benefits Processor picks up the hand
off and completes these infotypes:

— General Benefits Information (0171)
— Savings Plan (0169)




Difference between Creating and 29
Maintaining Master Data

= Personnel Actions (PA40) and Maintain HR Master Data
(PA30) are system actions used to create and maintain
payroll master data.

PA40 is the transaction code used to create a personnel action:
— Hire a new employee (New Hire)
— Change an employees assignment (Appointment Change)
— Separate an employee (Separation)
— Rehire an employee (Rehire)

PA30 is used to maintain master data:
— Update an employee’s direct deposit
— Create a deduction
— Change an employee’s withholdings

State of Washington



10 Common Scenarios

29



Create and Maintain Payroll Master 30
Data

Scenario 1 New Hire

Scenario 2 Appointment Change
Scenario 3 Employee Separation
Scenario 4 Managing Work Schedules
Scenario 5 View Basic Pay

Scenario 6 Cost Distribution Change
Scenario 7 Hourly Rate Per Assignment
Scenario 8 Bank Details for Warrant or Bank Transfer (ACH)
Scenario 9 Cancel a Warrant/ACH

Scenario 10 Recover a Manual Warrant

State of Washington
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New Hire Process Flow

Personnel PA Processor enters
. Employee Administration (New Hire) or
Employee IS -> completes New (PA) Processor —» updates (Rehire)
Hired Hire information Receives personnel master
packet data

employee packet

Payroll Processor Benefits Benefits
Payroll Processor enters (new hire) or Processor Processor
I receives updates (rehire) receives enters benefit
employee payroll payroll master data benefits information

information enrollment
information

HRMS - Entry of Payroll Master Data

Agency tasks outside of HRMS

| Discussed in Scenario 1 Scenario 1 — New Hire

State of Washington
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New Hire
=
. Menu Edit Favarites Extras  Systerm Help
To access the Personnel Actions g [Fain sla 0 ea

choose one of these
methods:

= Method 1: Type the transaction
code into the command field

PA40

=  Method 2: Follow the ‘drill down’

method by double clicking on:

Human Resources -
Personnel Management -
Administration 2

HR Master Data 2>

PA40 - Personnel Actions

State of Washington

SAP Easy Access

[ ([(™] S || D] || |||~

[ (T Favorites
= 2 SAP menu
[ (] Office
[ [J Cross-Application Components
[ (7 Logistics
L[] Accounting
= 2] Human Resources

2 PPMDT - Manager's Desktop

~ &% Personnel Management
= 23 Administration
< & HR Master Data
2 PAAD - Personnel Actions

! PASD - haintain
£ PAZ0 - Display
2 PA1O - Personnel File

Scenario 1 — New Hire



New Hire (con’t)

* From the Personnel Actions
screen begin processing the new
employee’s personnel
information by:

Entering the employee’s personnel

NO. (provided to you by the Personnel
Administration Processor)

Skipping the From field
Click & (Continue) or enter

= Select a Personnel Action

= Click

State of Washington

New Hire

& (Execute)

33

= HR Master Data  Edit  Goto Extras L

& | g & &
Personnel Actions
£

Personnel no. il —I

From

Personnel Actions

Action Tyvpe

_,I Mew Hire

Concurrent Ermployrmesnt
Appointrnent Change

Cuick Hire

Rehire - Quick Hire

Separation

F.ehire

Leave of Absence - Active
Leave of Absence - Inactive
Return from Leave of Absence

Scenario 1 — New Hire
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New Hire (con’t)

=
| Infotype Edit Goto Extras System Help

] B AH @@ SRE ST a8 EE @M

_ |
* The Change Actions (0000) change Actions
. . 2 |@ Execute info group”é? Change info group|
Infotype displays a message —

Pers Nao. 103

In the status bar, indicating =%, .

Persfrea |1110| Dept of Personnel EEGroup |0|Permanent
PSubarea [0001|MNon Represented EESubgroup |81 | Monthly(M) OT Exempt Status  Active
the el I lployee haS al ready Start 02/01/2008| to 12/31/9989 Chng |63/16/20088 | JANETP
bee n h I red . Personnel action

Action Type U0 Mew Hire T

- Reason for Action 11 In-Training Appointment
F@ Ferson already hired B

Status

u Or it may appear aS a pop Employment 3 Active g
u p Wi n d OW Organizational assignment

- Position 71000099 IN TRAINING 04
I Information Personnel area 1118|  Dept of Personnel
Employee group ] Permanent
Person alieady hired Employee subgroup 81 Maonthiy(M) OT Exempt
0 Additional actions
Start Date |f-\ct. |Acti0n Type |ActR |Reason for action ﬁ‘
02/01/2009 U0 Mew Hire 11 In-Training Appointment H
(4]
[+]
- D] (D]

> & Person already hired

o Scenario 1 — New Hire
tate of Washington



Execute info group

Continue by clicking
(E» Execute info group

A pop-up message appears

= Execute info group

@ Warning: Personnel action infotype not saved
with "execute info group’ function!

V Continue HQ Back |

Accept the message by

An information window may

pop-up stating:

Information

Data hidden by screen madifications

o

v ok | @  hHelp |

Accept the message

v clicking v ok |

State of Washington

=g
| Infotype  Edit Goto Extras  System Help

35

| & 2118 €@e CHE anon B @B

Change Actions

é I|@ Execute info group |Ié’ Change info group |

Pers.Mo. 103

MName GREEN LISA

PersArea 1110 Dept of Personnel
PSubarea |0001|MNon Represented
Start B2/81/2088| to

1243119999

EEGroup 0| Permanent
EESubgroup |01| Monthly(M} OT Exempt Status
Chng |03/10/2009 | JANETP

Personnel action

Action Type U0 Mew Hire e

Reason for Action 11 In-Training Appointment

Status

Employment 3 Active gl
Organizational assignment

Position 71000089  IN TRAINING 04

Personnel area 1110  Dept of Personnel

Employee group ] Permanent

Employee subgroup @1 Monthly(M) OT Exempt

Additional actions

Start Date |Ac:t. |Au:tion Type

|ActR |Reasnn for action

02/01/2009 U0  Mew Hire

11 In-Training Appointment

K|

|@ Person already hired

Scenario 1 — New Hire



New Hire (con’t)

= Once the Infotype Group is executed, you will click (Next Record)
several times until you reach infotype Create Bank Details (0009).

=
| Infotype Edit Goto Extras  System  Help
@ | & 200 S CHE D00 BE @
Change Personal Data
Personnel Mo 103 Mame GREEN LISA
PersfArea 1110 Dept of Personnel EEGroup @ Permanent
PSubarea (0001 MNon Represented EESubgroup |81 Monthly{M) OT Exempt Status  Active
Start 03/06/1968 To 12/31/9983 | Changed on a3/18/2009 JANETP
Mame
Title g
Last name GREEM
First name LISA
Middle name
Mickname
Suffix |
Mame GREEN LISA
HR data
SSM 500-10-1680 Gender
Date of Birth 03/06/1968 @ Female O Male
Marital Status Unknwn El Since

State of Washington



Bank Details

= Bank Details (0009) is used to store necessary information for an

employee to be paid by warrant or direct deposit.
||:Ulnfutype Edit Goto Extras System Help

| & 248 e@ae SHE DnLn BE @B

Warrant payment: "~ ot "Bank Details

= Start and to date
» Bank Details Type

Personnel No. 183 Mame GREEN LISA

- Payment method PersArea 1110 Dept of Personnel EEGroup |8 Permanent |
e 0O Llon Denrasanted o CESUL OT Exempt Status  Active
= Purpose (optional) I Start b2ro1/2009[Fte  [12/31/9999] '
Note: Bzeldaiais y
[ Bank details type |EI Main bank I B
Even if you do " Payee "GREEN LISA )
not have any Postal Code/City 98516 LACEY
information to Bank Country US USA E
input, be sure to Bank Key
SAVE! mdaleAccaul . s cestl ey
[_F’ayment method |E| Warrants
- Furpose
FPayment currency usD

| Scenario 1 — New Hire
State of Washington



Bank Details

= Bank Details (0009) is used to store necessary information for an
employee to be paid by warrant or direct deposit.

38

Direct DepOSit: |E1nfut1_.,rpe Edit Goto Extras System Help
bt ]
> Start and to date | & 298 €ee CHE fhan R @B
_ Change Bank Details
» Bank Detalils Type Rz
» Bank Key (routing number) o_ .. 103 Name GREEN LISA
» Bank Account Number PersArea |1110| Dept of Persannel EEGroup |8 Permanent
P area Fene p boroun 0T Manthly(t) OT Exempt Status  Active
> Bank control key Start [62/01/2009] 1o [12/31/9999] Chng [0§/04/2010] JANETP
» Payment method
) Bank details type |U Main bank B
» Purpose (optional) e avEE CREETTISE
_ Postal Code/City 93516 LACEY
Note: Even if you Bank Country US USA g
do not have any Bank Key 1124000025 | WELLS FARGO BANK NORTHWEST, NA
information to input, Bank Account |5983251358 | Bank control key at]
be sure to SAVE! Fayment method |ﬁ| Bank transfer (ACH )
Purpose 'THIS IS OPTIONAL |
|!.[ —— AV TNy T
o

Scenario 1 — New Hire

State of Washington



39
Recurring Payments/Deductions

=
Infotype Edit Goto Extras System Help

| & 2 0B @@ CHE anan BE QB
Create Recurring Payments/Deductions

= Recurring Payments/
Deductions (0014) stores

all allowances and

1 Personnel MNo. 103 MName GREEN LISA
dedUCtlonS’ aS We” aS the PersArea |1110| Dept of Personnel EEGroup |0 Permanent
frequency. e L e e it ey 0NHIY(M) OT Exempt  Status  Active
Start 02/01/2008) to 12/31/9899
— Enter a start and to date [ |
— Select a wage type e -
Amount usD

— Enter an amount

= Click |¥
validate

(Enter) to

— Based on the wage type
entered, a frequency

defaults in the Payment
model field

2=

Mumber/unit
Assignment Number

Reason for Change

Payment dates

[

Payment model

[E Payment Model (1) 18 Entries found

v[a[OlRlBl#E]2]s=][£]
Period Parameters: 02

Name per. parameter: Semi-monthly

u CIICk E{ (Save) Mo... [Name [cumT...|Description | |
WWAD1 Ewery Pay Period - Half Amount Il kanthly
WWADZ  25th Pay Period - Full Amount ] wonthy
WWAODS  10th Pay Period - Full Amount ] honthy
WaAD4  Every Pay Period - Full Amt L SEmMmi-rmonthly

State of Washington

Entry found
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Unemployment State

= Use Unemployment

State (0209) to Store |Ej1nﬁ:|t‘_-,rpe Edit Goto Extras System Help
q CaQ LHE oDon BR @M

an employee’s state | Z
unemployment tax Create Unemployment State
Information. =

Personnel Mo. 1683 Mame GREEN LISA

PersArea |1110 Dept of Personnel EEGroup |8 Permanent
FPSubarea |0001 | Non Represented EESubgroup |01 Monthhy(M) OT Exempt Status  Active

— Tax Authority (state) Sta 02/01/2009] to  [12/31/9598

= Fields to complete:

Tax authority
Worksite 34

— Worksite (county) rm —

= Click & (Enter)
to validate

= Click & (Save)

State of Washington
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Withholdings Info W4 /| W5 US

» Use Withholdings info W4/W5 US (0210) to store an employee’s
tax filing status and exemptions, as required.

= Fields to complete:

— Filing Status

— Allowances
= Optional fields:

— Allowances
— Add. Withholding
— Check for different

Last Name
= Click [/] (Enter) to
validate

= Click|E)] (Save)

State of Washington

=
| Infotype Edit Goto Extras  Systerm Help

|& 2 IEe@e SHE anon AR @m

Create Withholding Info W4/W5 US (0210)
[E=]2]

Personnel Mo. 103 Mame GREEMN LISA

FPersArea 1110 Dept of Personnel EEGroup |@ | Permanent

PSubarea 0001 | Mon Represented EESubgroup (01 MonthlyiM) OT Exe. Status  Active
Start 2/1/2009 to 12/31/9988

Status

Tax level A| Federal

N P
Filing Status 01
Exemptions
Allowances
Tax Exempt Ind. Mot exempt e IRS mandates

YWyithholding adjustments

[ Mon-resident tax calculation

Default formulza 01 PCT MTHD-RES. U Alternative formula

Additional Information
[[1Check here if the last name differs fram that shown on the Social Security card

Dwverrides (from Infotype 0234)
Fram date IEnd Date |Supp|ementa| method |Ta}{ override IEmpI. Cverride Group




Additional Withholdings Info US

= The Empl. Override group
fleld i1s a custom field used
by the State of Washington
to store medical aid
Information.

— The required field is:

*Empl. override group

— Click |+
validate
— Click |[E]

(Enter) to

(Save)

= |f the override group is not
entered it will miscalculate
the medical aid rates and
take larger amounts out of

the employee’s check. This

will cause a Redline error.

State of Washington

=
| Infotype Edit Goto Extras System Help

| @ 2] 9B @GR ISHB BT
Create Add. Withh. Info. US
I=[EIS

GREEN LISA
EEGroup |8 Pe
EESubgroup |87 | Monthhy(M) OT E
12/31/99595

Personnel Ma. 1683 Mame

PersArea |1110 Dept of Personnel
PSubarea |0001 | Mon Represented
Start 02/01/2008| to

Owerrides

Tax authority FED | Federal
Supplemental method

Override amount

. Empl override group 0415 1110-5300-00 Admin Field Personnel

42

Common Paymaster

[ ] Common Paymaster

Scenario 1 — New Hire



Additional Withholdings Info US

= That completes the Payroll
Processors entry for the
new hire.

= Click @ (Exit) to return to
the SAP Easy Access
screen

= The next several slides
cover the benefits selection
for the Benefits Processor
role.

State of Washington

|II='

Infotype Edit Goto Extras System Helg

B IEEEIEE

reate Add. Withh. Info. US

&

"ersonnel Mo.

"ershres

103 MName
1110 | Dept of Personnel
PSubarea |0001 | Mon Represented
Start 02/01/2009| to

GREEN LISA
EEGroup |0 Pe

EESubgroup |27 | Monthhy({M) OT E
12/31/9999

COverrides
Tax authority

Supplemental method
Override amount
Override percentage

Empl.override group

FED | Federal

(Mo Tax
0415 1110-5300-00 Admin Field Personnel

Common Paymaster
(] Commaon Paymaster

Scenario 1 — New Hire

43



Demonstration (pg 4)
Exercise (pg 8)
Create Employee Payroll
Information for New Hire

44



New Hire Process Flow

Employee
completes New
Hire information

packet

Employee is
Hired

PA Processor enters
(New Hire) or updates
(Rehire) personnel
master data

Personnel
Administration
(PA) Processor —>
Receives
employee packet

45

Payroll Processor
enters (new hire) or
updates (rehire)

Payroll Processor
I receives
employee payroll
information

payroll master data

Benefits
Processor
receives
benefits
enrollment
information

Benefits
Processor
enters benefit
information

HRMS - Entry of Payroll Master Data

Agency tasks outside of HRMS

| Discussed in Scenario 1 Scenario 1 — New Hire

State of Washington




Benefits Eligibility and Enroliment

makes the handoff to the
Benefits Processor to
complete the enroliment

process Al

= The Payroll Processor ‘ ‘ j ;
'®

— The process will continue ~,
by accessing the same ‘
Initial transaction code
PA40

Scenario 1 — New Hire

State of Washington
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Retirement Enroliment - New Hire

. . |Ejjnfntype Edit Goto Extras System Help
From Actions (0000) click @ 118 06 CHR S0 HE @8
Change i
B [ ¥ ? Change info group |

Continue by clicking

Pers.Mo. 103

(E» Execute info group | Name [GREEN LTSA

PersArea | 1110 Dept of Personnel EEGroup |8 Permanent
PSubarea (0001 Mon Represented EESubgroup |01 Monthly(M) OT Exempt Status  Active

A pop-up message appears Start 02/01/2008] to  [12/31/9998| Chng [83/10/2008 | JANETP

IE Execute info group

@ Warning: Personnel action infotype not saved
with 'execute info group' function!

|¢ Continue ||Q Back |

Accept the message by

Personnel action

Action Type U0 New Hire El

Reason for Action 11 In-Training Appointment

Status

Employment 3 Active fed

Organizational assignment

An information window may

pop-up stating:

Accept the message by clicking

State of Washington

E Position 71008083  IN TRAINING 04
Personnel area 1110  Dept of Personnel
Employee group 0 Permanent
Employee subgroup a1 Monthly(M) OT Exempt
Information Additional actions
- - ==l
Start Date |Act_ |f-\ct|un Type |ActR |Reason for action ﬁ
0 IDEtE Tt g s e e s 02/01/2009 U0 New Hire 11 In-Training Appointment H
=]
: [~]
Koy LD

v 0K | Scenario 1 — New Hire
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Retirement Enroliment - New Hire

= As mentioned before, the Personnel Administrator Processor
already started the Hire Action and the Payroll Processor has
completed the applicable personnel infotypes

= Once the Infotype Group is executed, you will have to click
1| (Next Record) to advance to General Benefits
Information (0171)

|I:U

Infotype  Edit Goto Extras System  Help

| @ 211980 CHE DDon PAE @B
Change Personal Data

T~
g =

Personnel No. 103 MName GREEN LISA

Persfrea 1110 Dept of Personnel EEGroup O|Permanent

PSubarea 0001 Non Represented EESubgroup |81 Monthly(M) OT Exempt Status  Active
Start 03/06/1968| To 12/31/9999| Changed on 03/10/2009 JANETP

Scenario 1 — New Hire

State of Washington
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General Benefits Information (0171)

= The General Benefits

Information infotype records %

the position’s retirement
eligibility
= QOptional fields to complete:
— 1st Program Grouping
— 2"d Program Grouping

= When finished, click &
(Enter) and then click
(Save)

|II?

Infotype Edit Goto Extras  System  Help
1A Be@e CHER ODO0 BE @F

Create General Benefits Information

Personnel MNo. 183 Mame GREEN LISA
EEGroup |0 Permanent
EESubgroup |01 | Monthly(M) OT Exempt Status  Active

12/31/9999

PersArea |1110| Dept of Personnel
PSubarea |0001|Mon Represented
Start 02/01/2008| to

General Benefits Information

Benefit area us UsA
Eligible for Rtrmnt
State Employees

1st Program Grouping ELIG
2nd Program Grouping @1

Note: If the position is ineligible for retirement, the infotype

should be saved for all other benefits to process correctly in

payroll.

State of Washington

Scenario 1 — New Hire



Retirement Enroliment

= The Possible subsequent activities
window will appear with the Enrolled
on date selected (This date should
be the same as the original hire

date.)

= Click ¥ (Continue (Enter)) to

continue

= |fthe employee is not eligible for

retirement, click

b 4

(Close) to close

the window and return to the
Personnel Actions screen

State of Washington

50

1%

Add.
(O Plan overview

O Enrollment Form
O Particip. Monitor

@ Enrolled on Q270172009

Terminated on 01/3172008
(O Automatic Plans

(O Default Plans

O All plans

functions G5/04/2010

4

Scenario 1 — New Hire



51
Enroliment

= The Enrollment screen is used to view and enroll the employee into their
eligible retirement plan

= Verify the employee’s name in the Enroll section (Employee’s name can
be searched using the Direct Selection option on the left)

= Once verified, click [{7  Get offer |(Get offer)

=g

| Enrollment Edit Goto System Help

| & 2100 eee SHE aDo0 A @m
Enroliment

| Selection set Enrall

Name GREEN LISA on [62/61/2069 ||

Personnel no.

UTTel Selectlo
ID number |£':7 Get offer | = Print form ||Q. General MNotice || Error list |
_ i |Enr0|lment period
|@ Select | Retirement Enrollmnt 01/01/1800 - 12/31/9999
=3 R (R e (T

LDl I[JD]

K F'ers.No.'Name
103 GREEM LISA

Scenario 1 — New Hire

State of Washington



Enroliment

|II='

Enrollment Edit Goto System Help

52

n On|ythe | & 1A eea SHE BDos BR QB

Enrollment

retirement

GREEN LISA on

Offer selection

Get offer ||Q Print form ||Q. General Motice || Error list |

Possible offers

|Enr0|lment period

Retirement Enrollmnt

plans that Selecion st
the
employee is | Pmme @
eligible for @

under the i
Retirement

Enrollmnt

section

= Click on the
appropriate
plan

0170111800 - 12/31/9999

L[]

Retirement Enrollmnt

State of Washington

Plan

Status  |Validity period Activity

~ 401(a)

PERS 2 02/01/2009 - 12/31/9999
PERS 3 - Option 0 02/01/2009 - 12/31/9999
PERS 3 - Rate A - 02/01/2009 - 12/31/9999
PERS 3 - Rate A - 02/01/2009 - 12/31/9999
PERS 3 -Rate B - 02/01/2009 - 12/31/9999
PERS 3-Rate B - 02/01/2009 - 12/31/9999
PERS 3 -Rate C - 02/01/2009 - 12/31/9999
PERS 3-Rate C - 02/01/2009 - 12/31/9999
PERS 3-Rate D - 02/01/2009 - 12/31/9999
PERS 3 -Rate D - 02/01/2009 - 12/31/9999
PERS 3-Rate E - 02/01/2009 - 12/31/9999
PERS 3 - Rate E - 02/01/2009 - 12/31/9999
PERS 3-Rate F - 02/01/2009 - 12/31/9999
PERS 3 -Rate F - 02/01/2009 - 12/31/9999

Scenario 1 — New Hire




Percentage Rate

* The Maintain Savings Plan
window will appear, enter the
plan’s rate in the Percentage field
under the Pre-tax contribution
Semi-monthly section

= When finished, click | & Accept |
(Accept)

Hint: If you are unsure of the correct
percentage rate, enter a random number

and the system will generate a message
with the correct rate!

(s =
Percentage |

53

III?Maintain Savings Plan

Pers Mo. 183 GREEM LISA
Plan PERS 2
Start @2/81/26603| - |12/31/9999

Stop participation in period

Contribution regular

Pre-tax contribution Semi-maonthly

0.00|usD

- o)X

Pre-Tax Rollove

0.00|uUsD

Post-tax contribution Semi-monthly
Armount 0.0 usD

Percentage o.oe
Units o)X

Start Pst-Tax |

0.08|UsD

III?'Errcur

lie betweerl 5.45 and 545 % |

State of Washington

Scenario 1 — New Hire



Retirement Enroliment

Once the percentage rate
has been entered, you will
be taken back to the
Enrollment screen where
the selected plan is
Indicated by a green
check

Click |&  Enroll

State of Washington

54

nt
®__Emol Costs__| > Undo selection %] 2| & ErorList_|
Status  |Validity period Activity
= Af4(al
PERS 2 02/01/2009 - 12/31/9999 v
- Qption 0 101, - 12037 '
PERS 3 - Rate A - Self 02/01/2009 - 12/31/9999
PERS 3 - Rate A - WSIB 02/01/2009 - 12/31/9999
PERS 3 - Rate B - Self 02/01/2009 - 12/31/9999
PERS 3 - Rate B - WSIB 02/01/2009 - 12/31/9999
PERS 3 - Rate C - Self 02/01/2009 - 12/31/9999
PERS 3 - Rate C - WSIB 02/01/2009 - 12/31/9999
PERS 3 - Rate D - Self 02/01/2009 - 12/31/9999
PERS 3 - Rate D - WSIB 02/01/2009 - 12/31/9999
PERS 3 - Rate E - Self 02/01/2009 - 12/31/9999
PERS 3 - Rate E - WSIB 02/01/2009 - 12/31/9999
PERS 3 - Rate F - Self 02/01/2009 - 12/31/9999
PERS 3 - Rate F - WSIB 02/01/2009 - 12/31/9999

Scenario 1 — New Hire
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Confirmation of Enroliment

=

III:' Confirmation of Selected Actions

= The Confirmation of
Selected Actions window
appears with the selected
retirement plan

= Click |(&»  Enrall

List of Plans
Activity |F"Ian |Fr|:|rn |T|:| |
Create FERS 2 02/01/2009  12/31/9999

101 ]

= The Enrollment window will
appear, click| Continue
(Continue) to confirm the
completion of enroliment and
to return to the Enrollment
screen fEee

[[> ]I

----------------------------------------------------- |@ Enroll ||K Cancel |

o {Enroliment completed successtully:

‘ Continue ||B Confirmation Scenano 1 - NeW H”-e

State of Washington




Enroliment

56

= Once the enroliment process has been completed, click &€ (Back) to return
General Benefits Information (0171)

= Click

4

(Close) on the Possible subsequent activities window to return to

the Personnel Action screen

|II='

III?F'DssibIe subsequent activities

® Enrolled on

Terminated on

v x|

02/01/2009

01/31/2009

| @

g

Enrollment Edit Goto System Help

JEH Q@O EHE SDO8IEHE @

State of Washington

Enrollment

103 GREEN LISA

) Automatic Plans | Selection set Enrall
Name GREEN LISA on [62/01/2009 |
O Default Plans
Personnel no.
G"E'"” plEﬂE Offer selection
ID number |Q Get offer ||B Print form ||Q General MNotice || Error list
. Possible offers |Enr0|lment period
Add. functions 05/04/2618 @ Select Retirement Enrollmnt 01/01/1800 - 12/31/9999
O Plan overview
O Enrollment Form B E [ EE R
.. . i F'ers_Ncn_|Name LD L]
QO Particip. Monitor

Scenario 1 — New Hire



State of Washington

Exercise:
Create Employee
Benefit Information for New Hire (pg 12)
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Create and Maintain Payroll Master
Data

Scenario 1 New Hire

Scenario 2 Appointment Change
Scenario 3 Employee Separation
Scenario 4 Managing Work Schedules
Scenario 5 View Basic Pay

Scenario 6 Cost Distribution Change
Scenario 7 Hourly Rate Per Assignment
Scenario 8 Bank Details for Warrant or Bank Transfer (ACH)
Scenario 9 Cancel a Warrant/ACH

Scenario 10 Recover an Overpayment

State of Washington
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Scenario 2 - Appointment Change

* The following situations are considered
appointment changes:

— Promotion

— Reassignment
— Reallocations
— Demotion

— Transfer

= Appointment changes are processed in
real-time, which allows for immediate
updates or Effective Dating to be used.

» Updates are made to employee master
data in the payroll infotypes.

State of i

Washington

59
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Appointment Change

=
. Menu Edit Favarites Extras  Systerm Help
To access the Personnel Actions g [Fain 200 e 4

choose one of these
methods:

Method 1: Type the transaction
code into the command field

PA40

Method 2: Follow the ‘drill down’
method by double clicking on:

Human Resources -
Personnel Management -
Administration 2

HR Master Data 2>

PA40 - Personnel Actions

State of Washington

SAP Easy Access

(3 |[=] &S| (el [B]| 2] |||~

[ (T Favorites
= 2 SAP menu
[ (] Office
[ [J Cross-Application Components
[ (7 Logistics
L[ Accounting
= 2] Human Resources
2 PPMDT - Manager's Desktop
=~ & Personnel Management
= &3 Administration
< & HR Master Data
2 PAAD - Personnel Actions
T PAal - Malntain
£ PAZ0 - Display
& PA10 - Personnel File

Scenario 2 — Appointment Change



Appointment Change Action

Personnel Actions screen begin [ HR Master Data  Edit  Goto  Extras L
. _ e
processing the appointment @ qH &€
Change action by Personnef Actions

= Entering the employee’s
personnel no.

=  Skipping the From field “*”””E' no. b |
= Click & (Enter) to validate —

Select a Appointment Change pEtT: iy:m
» Click|& (Execute) i

Concurrent Ermployrment

Appointment Change
Iiuicl«: Hire

F.ehire - CQwuick Hire
Separation

F.ehire

Leave of Absence - Active

Leave of Absence - Ihactive
Feturn from Leave of Absence

Scenario 2 — Appointment Change

State of Washington




Appointment Change Action

= From Actions (0000) click

= Continue by clicking
(£ Execute info group |

= A pop-up message appears

IE Execute info group

@ Warning: Personnel action infotype not saved

with 'execute info group' function!

|¢ Continue ||Q Back |

= Accept the message by

= An information window may

62

[
| Infotype Edit Goto Extras System Help
| & 108 e CHE fno0 FAR @8
Copy Agtign
DD |@ Execute info group | " Change info group |
Pers.No. 40000322
Name WINEGAR TAMERA A
Persfrea |3500| Sup of Pub Instruction EEGroup 8| Permanent
PSubarea 0001 Non Represented EESubgroup |06 M-OT Elig=40hrs/wk  Status  Active
Start A4/16/2010| to 12/31/9989
Personnel action
Action Type U3 Appointment Change gl
Reason for Action 58 MNon-Perm. Limited
Status
Employment 3 Active e
Organizational assignment
Paosition 71000024  APPOINTMENT CHANGE 09
Personnel area 3500  Sup of Pub Instruction
Employee group ] Permanent
Employee subgroup 06 M-QT Elig=40hrs/wk

- . Lnfarmation
pop-up stating:
0 Data hidden by screen modifications

Additional actions

= Accept the message by clicking
v 0K

State of Washington

Start Date |Act. |Action Type

|ActR |Reasnn for action

04/16/2010 U3  Appointment Change

59 Mon-Perm. Limited

LD

KD

alnl=)=

Scenario 2 —

Appointment Change



Appointment Change Action

Click | = (Next Record) to | cge_eat_ca

Extras System Help

| & 10 eee CHE D000 FR @B
advan ce Copy Organizational Assignment
afels

Personnel MNo. 40000322 MName WINEGAR TAMERA A
PersArea |3500(Sup of Pub Instruction EEGroup |8 Permanent

PSubarea (0001 |Mon Represented EESubgroup |06 | M-OT Elig=40hrs/wk

to Additional Withholdings ’

Enterprise structure
I n fo (02 34) CoCode WAG1|  STATE OF WASHINGTON

Pers_area 35008 Sup of Pub Instruction Subarea aoe1 Non Represented
Cost Ctr 3500000000 DEFAULT AGEMNCY 3¢ Bus. Area 3500|  Supt. of Public Instruction
Fund
=
Infotype Edit Goto Extras  System  Help

Personnel structure

@\ & <] | e @ a | Q‘ [Hjl [ﬁ | EEE[JDIJL;TDUD 26 ;ﬁéﬁagﬁgiwhrs!wk oy s
Create Add. Withh. Info. US (0234)

Semi-monthly
Contract Permanent e

QOrganizational plan Administrator
Percentage 100.00 Assignment | PersAdmin
‘ Position 71000024  APT09 Time

APPQINTMENT CHANGE | PayrAdmin

Job key 50000542 172K
EXCISE TAX ASSISTANT

Exempt N

Org. Unit 31000029, APPT
PERSONMEL ACTIONS

Org_key

State of Washington

Scenario 2 — Appointment Change
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Appointment Change - Medical Aid

= Enter the effective dates of
the Appointment Change

=4
| Infotype Edit Goto Extras System Help
B AHICE@ BRE HDOH8

= Select Empl. Override group _¢opy Add. Withh. Info. US

. , [
field (stores an employee’s gBls

. . . . Personnel MNo. 40000322 MName WINEGAR TAMERA A
medlcal ald Informatlon)- PersArea [3500 | Sup of Pub Instruction EEGroup |B| Permanent

EESubgroup |06 | M-OT Elig=40hrsfwk
= Click & (Enter) to validate Start i 1 Pay Datc iI:D 12/31/9999

e Note: Start date will
. I|!'|' VEITI E'E. . |
" C|ICk (Save) Tax authority FED |Federal | D€ the first pay date!

Supplemental method Aggregation with Pay Periods Method

Cwerride amount

— If the employee is transferring to Ovmrrd mereenan TR
anOther agenCy ora JOb Wlth a Empl.override group BO79 | 3500-4902-00 Admin & clerical I
different medical aid rate, update the —
override group to reflect the new
agency or job.
» The first 4 digits of the override

group description should be the

same as the Personnel Area

(PersArea).

Scenario 2 — Appointment Change

State of Washington
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Appointment Change - Using OLQR

(ol ol NIVAVER  Topic Index A-Z | Forms | Publications | Calendar

Hn Washington State
Department of Personnel

Home > Payroll » Human Resource

Step 1.

On-Line Quick Reference

The On-Line Quick Reference (OLQR) contains
instructional materials to help you perform day-to-da

tasks in the Human Resource Management System
HRMS).

Open the

OLQR and
select User
Procedures
A-Z

1s organized by functional areas and roles, job aid:
HRMS reports. user procedures, course manuals, al
glossary.

s Functional Areas and Roles

« Job Aids

User Procedures

Title: Appoin
Processes:
Sub-Processes :

tment Change Action - Transfer

HRMS Training Documents

Purpose

Use this procedure to process an appointment chang
position in their current agency, sub-agency, orin

Follow the
procedure
to complete
the action in
the system.

Trigger

Perform this procedure when an emplo

Prerequisites

e The employee must be active in HRMS.
+ There must be a position to appoint the empl

Menu Path

Human Resources > Personnel Management > Administ
Personnel Actions

Transaction Code
PA4D

Helpful Hints

If the employee is transferring to , the gency will perform this
ind contact the losing agency and mforrn them of the employee’s transfer.

.+

igency will need to enter/change any remaining master data priorto the gaining
orming the appointment change action.

State of Washingtonlea“'e to enter or delete in CATS, gamishments, or anything pending master data

Systemn = On-Line Quick Reference

—

Step 2.

Print Friendly

Scroll down and click on the
procedure to view it.

User Procedures

The User Procedure page cont
materials that describe how en

Appointment Change Action —
Transfer

basic tasks in the Human Res
System (HRMS).

These User Procedures define the steps performed ¥r scenarios and

under system error scenarios.

Below is the User Procedures A-Z. Click a letter to view a topic and navigate the page
to get to the appropriate procedure.

User Procedures Transaction Code  Date
(Word) (pdf)

A

Addresses PA30D O7M7I06
Addresses - Display Only Information PAZD 11101405
Appointment Change Action - Transfer PA40D 08/21/06
Appointment Change Action After In-Training PA4O 04/20/06

Appointment



Exercise:
Process an Employee
Appointment Change (pg 17)
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Create and Maintain Payroll Master o
Data

Scenario 1 New Hire

Scenario 2 Appointment Change
Scenario 3 Employee Separation
Scenario 4 Managing Work Schedules
Scenario 5 View Basic Pay

Scenario 6 Cost Distribution Change

Scenario 7 Hourly Rate Per Assignment
Scenario 8 Bank Details for Warrant or Bank Transfer (ACH)
Scenario 9 Cancel a Warrant/ACH

Scenario 10 Recover a Manual Warrant

State of Washington



Scenario 3 - Employee Separation

The Separation Action records and processes master data for all
employees who leave their employment with the state, voluntarily
or involuntarily.

— Retirement, resignation, death, and termination are
considered forms of separations.

During separation, employees are paid for their accrual balances
as allowable. When the separation is complete, benefits continue
through the end of the month and are terminated following the
final deduction.

Retirement and Deferred Compensation are delimited using
Savings Plan (0169).

Important: Process any final deductions before the

separation action is started.

68



Scenario 3 - Employee Separation N

= Before you begin the Separation Action, you'll want to verify
and correct quota balances.

— View Absence Quotas (2006)
— View Quota Corrections (2013)

= Questions to think about:

— Is the employee entitled to an accrual? (full or partial)

— Has leave been taken for the pay period?

» Delete any leave entered that is effective after the separation
date.
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Employee Separation Action

B Use transaction code
PA40

® Enter Personnel no.

" Click & (Enter) to
validate

" Select the Separation
Action

" Click & (Execute)

Do Not enter a From date.

The Personnel Administration

Processor has already began
the Separation action.

State of Washington

= HE. Master Data Edlit GEoto Extras l,

& | g & &
Personnel Actions

&

Personnel na. |

From

Personnel Actions
Action Type
MNew: Hire
Change of Status
Concurrent Ernploymnent
Appointrment Change
Cuick Hire
Rehire - Quick Hire

I Separation I

Leave of Absence - Active

Leave of Absence - Inactive
Return from Leave of Absence

Scenario 3 — Employee Separation



Separation Action

= Click Execute Info
group

Il:l:’lnfnrmatinn

o This entry deletes a record

» Click [#] (Continue)

" Click # continue
(Continue) in the
Execute info group

=g
| Infotype

| &

71

Extras System Help

3 AH I QEa® SEE DTO I EE @

Edit Goto

Copy Actions

DDéI |@ Execute info group ||i9 Change info group |

Pers.MNa. 40000057
MName SCOTT ROBERT
PersArea |2350 | Dept of Labor & Industries EEGroup |0 Permanent
PSubarea |OOHA|WFSE Agencywide EESubgroup |86 M-OT Elig=40hrs/wk  Status  Active
Start B5/81/2018| to 12/ 31 /9999

Personnel action

Action Type U5 Separation g

Reason for Action 21| Resign - Other

Status

Employment 0 Withdrawn i
Organizational assignment

Position TOO93932)  ADM ASST 3

Personnel area 2350|  Dept of Labor & Industries

Employee group ] Permanent

Employee subgroup 06 M-OT Elig=40hrsfwhk

Additional actions

Start Date |Act_ IActiDn Type |ActR IReasnn for action

window.

Caontinue

III:' Execute info group

@ Warning: Personnel action infotype not saved

with 'execute info group' function!

Hﬁ Back |

State of Washington




Separation Action - Delimit Recurring

Payments/Deductions

» Select all Recurring Payments/Deductions

= Click & (Delimit)

Note: Select all records to

[=
| Infotype

| &

Goto  Extras

El

Edit

be delimited.

System Help
12 @@Ee | & HE ana0 | EHE @

Delimit Recurring Payments/Deductions

=]

Personnel Mo. SCOTT ROBERT

40000057 MName

Persfrea |2350|Dept of Labor & Industries EEGroup |8 Permanent
PSubarea |00HA WFSE Agencywide EESubgroup 06| M-OT Elig=40hrs/wk Status  Withdrawn
T Choose  |05/01/2018] to  |12/31/9989 STy . | Delimit Date [05/81/2018
| {Wage type __IWage Tune |ong Text |From ITo [0 amount !I"rrﬂ_
2661 Chanty 06/01/2006  12/31/9993 A 500 USD | [4]
2761 COLOMIAL LIFEFACC IN 06/01/2006  12/31/9993 A 63.75 USD [+]
4509 WFSE Member Dues 1.5106/01/2006  12/31/99393 A 0.00 USD
m !

State of Washington

Scenario 3 — Employee Separation
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Retirement Termination

= Retirement termination is completed during the separation action

= Delimit the plan using the last day of the pay period plus one day

» Select the employee’s retirement plan

= Click g3 (Delimit) to delimit the plan

[=
| Infotype Edit Goto Extras System Help

C

JE Q@@ S0 R anaa EE @D

Note: Select all records to
be delimited.

Delimit Savings Plans

=N

Personnel Mo. 40000057 MName

PersArea |2350| Dept of Labor & Industries

SCOTT ROBERT
EEGroup |8 Permanent

PSubarea |DOHA|WFSE Agencywide EESubgroup |06 M-OT Elig=40hrs/wk — il aiis

f2 Choose 05/01/2010|  to 12/31/9999 STy Delimit Date |05/01/2010
07/01/2008  12/31/9999  401A 401(a) P2 PERS2 []
07/01/2008  12/31/9999 DFCP Deferred Comp D1 Deferred Compensation %

State of Washington

Scenario 3 — Employee Separation
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Time Quota Compensation

= Time Quota Compensation (0416) creates a buyout of eligible time
associated with employee’s absence quotas

74

= An employee can be paid for more than one type of quota (e.qg.

annual leave, sick time, etc.)

" The reqUired fleld iS NO- to Compensate III?Subtypes for infotype "Time Quota Compensation” (1

; Resirictions
= Click | Compensate | @ Restictions |
=
= 4
Infotype Edit Goto Extras  System Help | # I E I [H] I [E'I r.'ﬁ"—5| I I gl =l |
| & D IHeee LHE ano0 BE 08
. : ESG|PSG...|Comp.m... | Description
Create Time Quota Compensation P P _
2 20 1000 Free compensation
. E Compensate _
2 20 9001 Sick Leave Buyout - Tax
Personnel Mo. 40000057 Name SCOTT ROBERT .
Persfrea |2350 | Dept of Labor & Industries EEGroup |0|Permanent 2 20 9002 Sick Leave EIUYDUT Mo Tax
PSubarea |0GHA|WFSE Agencywide EESubgroup |06|M-OT Elig»40hrsiwk  Status  Withdrawn 2 20 9003 Annl Leave Buyout-Ret
Star g5/01/2018 220 9004 Annl Leave Buyout -Mo Ret
Comp. method 9004 | Annl Leave Buyout -Mo Ret 2 20 9005 Sick Leave BU}‘DUt-AﬂﬂUE'
2 20 9006 Comp Time Buyout
LI L FLE T 2 20 9007 Sick Leave Buyout - VEBA
Time quota type ae] .
4 : 42\ acation 2 20 S008 Comp Time Buyout-MNo Ret
No. to compensate I 2 20 9999 Y¥TD Sick Lv Taken - Conv
[ 1Do not account
Absence quotas
ATy |Quota text |Entit|. |Unit |Comp. |Rem. |WT |Amcuunt |Curre | G |Deducti0n fr |Deduction to | =] |Quma counter |
30Sick Leave 65.80000 Hours 000806 65.80000 880 06/16/2006  12/31/9999 00000000007045492006
| | 31Annual Leave/Vacation 86.80000 Hours 0.00000 86.80000 0.00 06/16/2006  12/31/9999 00000000007045502006
| | 42Personal Holiday - Shift 1.00000 Days 0.000080 1.00000 080 06/16/2006  12/31/9999 00000000007045522006

State of Washington

Scenario 3 — Employee Separation




Exercise:
Process Employee Separation - Retire (pg24)

State of Washington
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Create and Maintain Payroll Master °
Data

Scenario 1 New Hire

Scenario 2 Appointment Change
Scenario 3 Employee Separation
Scenario 4 Managing Work Schedules

Scenario 5 View Basic Pay
Scenario 6 Cost Distribution Change

Scenario 7 Hourly Rate Per Assignment
Scenario 8 Bank Detalls for Warrant or Bank Transfer (ACH)
Scenario 9 Cancel a Warrant/ACH

Scenario 10 Recover a Manual Warrant

State of Washington



Scenario 4 - Managing Work Schedules

= Work schedules are created when the Personnel Administrator
Processor completes the Hire Action.

= Work schedules can be changed or maintained by both the PA
Processor and the Payroll Processor.

= Work schedules are created and maintained in Planned Working
Tlme (0007) & mfatype Edit  Goto Extras  System  Help

& B e@e  EHRE DDo0 BHE @m

Display Planned Working Time (0007)

& [E .2 work schedule

& (=)l *  Personne I No. [hmmonosj Name LYNCH JUDY

Find by Persfrea 1110 Dept of Personne | EEGroup 0| Permanent

e @ﬁ Person PSubarea 0001 Non Represented EESubgroup |01| Monthly(M) OT Exe.. Status Active
+ [ Collective sea g,y 09/29/2008] To  [12/31/9999] Chg. [09/23/2008 00215854
o ['ﬁ'] Search Term

« il Free search

Uﬁﬂl’i SChedule ruie

Waork schedule rule ROL5 4-10s: M-Th, 10 hpd
* » | Time Mgmt status 9 9 - Time evaluation of plnned times v
Additional time ID

Working time

Employment percent 100.00
Daily working hours 10.00
Weekly working hours 40.00
Monthly working hrs 174.00
Annual working hours 2080.00
Weekly workdays 4.00

Additional fields
ACA Status Code Mot Assigned
Time Type Override Ho Override

o R Scenario 4 — Managing Work Schedules
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Available Work Schedules

= There are more than 50 work
schedules in HRMS.

= Typically, the work schedule
IS based on a 40-hour week,
but HRMS accommodates
non-traditional schedules.

Rotating work weeks

— Altered work days (flex
schedules)

— Shortened work weeks

State of Washington

’II? Festrict*alue Range (1) 53 Entries found

(i

[+

El

=2

fid

ES grouping: 2
Huoliday Calendar ID: &C
FS grouping: 10

WS ru... [Work schedule rule text [PWS |Start Date |End Date

FLILL
RO02
RO05
RO07
RO0S
RO11

R013
R015
RO17
R015
RO21

RO23
RO25
RO27
RO30
RO31

5-8s;
5-8s;
5-8s;
5-8s;
5-8s;
5-8s;
5-8s;

4-10s:
4-105:
4-105:
4-105:
4-105:
4-105:
4-105:

fl-F 8 hpd
T-5t, 8 hpd
W-Sn, 8 hpd
Th-M, & hpd
F-T, 8 hpd
Sty 8 hpd
Sn-Th, & hpd

W-Th, 10 hpd

T-F 10 hpd

Wi-5t 10 hpd
Th-Sn, 10 hpd
F-M, 10 hpd
StT 10 hpd
Sn-vy 10 hpd
24iT: W-5n, 24 hpd

4-9s(4: M-Thd,F 4

FO01
FO03
FPO05
Foav¥
FO09
POT1
PO13
PO15
PO17
FO149
PO21
PO23
PO25
PO27
PO29
FO31

01001419590
01001419590
01001419590
01001419590
01001419590
01001419590
01001419590
01001419590
010014149590
010014149590
010014149590
010014149590
010014149590
010014149590
0100119590
0100119590

1203119994
1203119994
1203119994
1203119994
1203119994
1203119994
1203119994
1203119994
12031199494
12031199494
12031199494
12031199494
12031199494
12031199494
12031199494
12031199494

Scenario 4 — Managing Work Schedules



Change Work Schedule

= Short or long-term changes can

be made to the work schedule
after it has been established.

= The Time and Attendance

Processor makes short- term
changes to an employee’s work
schedule using a work schedule

substitution.

* Long-term work schedule
changes are done by the
Personnel Administrator
Processor or the Payroll

Processor using Planned Working

Time (0007).

State of i

Washington

Scenario 4 — Managing Work Schedules
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Long-Term Work Schedule Change

* To complete a long-term work
schedule change, follow menu
path:

— Human Resources -
Personnel Management -
Administration 2> HR Master
Data -2 Maintain

* You can also access the
transaction using the transaction
code PA30 (Maintain Master HR
Data).

State of Washington

Menu  Edit Favorites Extras  Systern Help

2|10 6 IO
ISAP Easy Access

I/ [~][4]

(] Favorites
= 21 SAP menu
[ (J Office
[ (] Cross-Application Components
[ (] Logistics
[ (7 Accounting
= & Human Resources

) PPMDT - Manager's Desktop

= &Y Personnel Management
= 3 Administration
= 21 HR Master Data

P BALL _ PErsinnel
152 PA3D - Maintain |
2 PAZ0 - Display
£ PA1D - Persannel File

) PATO - Fast Entry

[ PAA2 - Fast entry:. Actions

Actions

I (3 Info Systern

' [(J Tools

I (T Settings
I (O Recruitment
[ (] Personnel Development
[> :

Scenario 4 — Managing Work Schedules



Long-Term Work Schedule Change

Enter the employee’s Personnel no.
» Click & (Enter) to validate

= Select Planned Working Time (0007) on the Time Recording tab
. = : .
[ Select AII In | HE master data Edit Goto Extras Utilities Settings  System  Help

| & A0 e@e Bl anoan BE @B

the Pel"IOd fleld Maintain HR Master Data
O |[see [l o [2] 1 2]

. Click 12 S —

(Overview)

Basic Personal Data -l Payrall q SELEER  Time Recording Addtl. Personal Data ||| E|

|_| Period
[~]| | @ Perind
ADSENCES [~] Fram To
:Absence Quotas ‘ O Toda O Curr.week
_Attendances O Current month
| |Aftendance Quatas O Frorm curr.date O Last week
| |Quota Caorrections O Ta Current Date O Last manth
| |Substitutions O Current Period O Current Year
_Time CQuota Compensation = | Choose |
Orvertime [=]
Direct selection
Infotype STy

o R Scenario 4 — Managing Work Schedules
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Long-Term Work Schedule Change

=
| Infotype Edit Goto Extras  System Help
| & 100 Q@@ Lk anon BE @B

Llst Planned Working Time

Personnel Mo. 40000352 MName CULLENS TISAAC
PersArea |4650|Parks/Recreation Comm EEGroup |O|Permanent
= 3 Person PSubarea |000Z|WMS EESubgroup |01 Maonthly(M) OT Exempt Status  Active
(Rl Collective search h| f8) choose  |01/061/1308 12/31/9999
[H] Search Term

[H] Free search
Ini test

12/31/9999  FULL 9 100,00 174.00 40.00 g.00 500

= Select the record you want to change from the overview list

= Click O (Copy) to copy and continue

Scenario 4 — Managing Work Schedules

State of Washington




Long-Term Work Schedule Change

= Qverwrite the Start Date with the new effective date
= Qverwrite the Work Schedule Rule with the new work schedule

= Click|@](Enter) to validate = Click & (Save) to save

=y Infotype  Edit Goto  Extras  System  Help

& 4B ¢ CHE Ton BAR @0

Copy Planned Working Time (0007)

[E B 2 Mwork schedule

& (=[5 * Personnel No. 40000352 Narme CULLENS ISRAC

Find by Persfrea |4650 Parks/Recreation Comm EEGroup |0| Permanent

T @ﬁ‘ Person PSybareg 0002 WMS EESubgroup 01| Monthly(M) OT Exe.. Status Active
* [ Collective SE’E‘I Start rosmuzonﬁl—'ljl To |12/31/9999
u Search Term £ =

o Free search

Work schedule rule

I Waork schedule rule FULL 5-8s: M-F8 hpdl
v | Time Mgmt status 9§ - Time evaluation of planned times -
Part-time employee Additional time ID aa

Working time

Employment percent 100.00
Daily working hours g.00
Weekly working hours 40.00
Manthly warking hrs 174.00
Annual working hours 2080.00
Weekly workdays 5.00

Additional fields
ACA Status Code Mot Assigned
Time Type Override Mo Override

o R Scenario 4 — Managing Work Schedules




Create and Maintain Payroll Master o4
Data

Scenario 1 New Hire
Scenario 2 Appointment Change

Scenario 3 Employee Separation
Scenario 4 Managing Work Schedules

Scenario 5 View Basic Pay

Scenario 6 Cost Distribution Change

Scenario 7 Hourly Rate Per Assignment
Scenario 8 Bank Details for Warrant or Bank Transfer (ACH)
Scenario 9 Cancel a Warrant/ACH

Scenario 10 Recover a Manual Warrant

State of Washington
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Scenario 5 - Viewing Basic Pay

] ||:UHEmasterdata Edit Goto Ewxtras  Utilities  Settings  Systern Help
= Use Transaction Code 200 e@e CHE 800D PR O
PA20 Display HR Master Maintain HR Master Data

Dll2 ||

Personnel no. | G

Data

= Enter the Personnel no.
» Click & (Enter) to validate
= Click the Payroll tab

Basic Personal Data @=L Benefits  Time Recording  Addtl. Personal Data I

= Select Basic Pay (0008) g;o;a.;p;;m IE--IIEI P/
. : Recurring Payments/Deductions E From To
[ ] |
CIICk D|Sp|ay IS:':FI | |Additional Payments | | OTaday O Curr.week
_Cust Distrifbution oAl O Current manth
Bank Details (O Fram curr. date O Last week

State of Washington

External Transfers
Payroll Status
Residence Tax Area
Work Tax Area

[0 ]I

) To Current Date
) Current Period

(O Last month
O Current Year

‘“— Choose

Direct selection
Infotype

STy

Scenario 5 — View Basic Pay



Scenario 5 - Viewing Basic Pay (con’t)

= Click on Salary Amount
to display an employees; Dbispiay Basic Pay 100,06

Annual salary
Salary monthly
Semi-monthly salary
Weekly wage

Hourly wage

= View the body of the
screen for other
Information;

— Pay Scale Group and
Level

Next Increase
— Annual Salary

State of Washington

86

[S Salary per Feriod {in LSO
E Annual salary 53,656 00
Infotype  Edit Goto Wane types  Extras Mysterm | D0 D0 0 !
| & = @ @ @/ Salarymanthly 4 828 . @A
Semi-manthly salary 2. 444 00
| Salangevery 14 days 2, 2B6.00
. . . Salary amaunt Fayments and dedu
Wagehweekly 1,128 .00
I | I I Personnel Mo, (40000805 Salarghaurly 20 19
Find by || Persarea [1110] Dept of Pers
< §f Person PSubarea |B801| Mon Repres
(H collective seart| gy 03761 2ang
{H) search Term
{H] Free search
Subtype o Basic contract
I <[] || Parscale
""" Reason 01 Periodic Increment Capacity Ltil. Level 1068368
FStype o8 mon-Represented Wtk hoursiperiod 87 .80 Semi-monthly
FS Area i1 Standard Frogression Mextincrease 0241642009
PS group 58 Level H Annual salary 58 65600
wia.. [Wage Type Long Texd Jo. Jamount [car. [ Ja. IMumberunitfunit

1003 Pay Period Salary

2,444 08 UsD I 0. ea

KDy [

LD

ﬁ'
(4]
(~]

IV |04/05/2009

12;31;9999@]

2,444 08 | UsD

Scenario 5 — View Basic Pay
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Scenario 5 - Viewing Basic Pay (con’t)

=g
| Infotype  Edit Goto  Wage types  Extras Syste
= Inthe lower body of the screen | & 3 aEee
note; Display Basic Pay (0008)
Wage type (|| B (2] | Salary amount Payments and de
Personnel Mo, [ 4BEEEEES Mame
Field 1001 defaults if the PersArea 11108 Dept of Personnel
Value is employee is hourly ~ ' PSubarea 0081 | Mon Represented  EESubgro
1001 Start O3/01/2008 to 12431}
Field 1003 defaults if the
Value is employee is paid
1003 monthly Subtype o] Basic contract
Other wage types are exist. [11|| Fay scale
""" Reason 81|  Periodic Increment
WT [Wage TypeLong Text  |Start Date |End Date o
1003 Pay Period Salary 01/01/1900 12/31/9939 Fs te Mon-Represented
1007 Assignment Pay by Range 01010900 12431/9999 FS Area A1 Standard Progressian
1008 GrpG Lot AssignPy by Rng 0170141900 12/31/9399 PS group Eg Level [H
1014 Assignment Pay10% all  01/01/1900 12/31/93999
1016 Assignment Pay §5 SM all 01/01/1800 12/31/9393
1044 Shift Difference-all agys 015011900 12031/99949 Wage Type IWEQE Type Long Text
1046 Salaried Var Assion Pay  01/01/1900 12/31/9939 m|3'3 F'EI'}.I'-F'EI'iDd Sala;‘g.r

State of Washington
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Scenario 5 - Viewing Basic Pay (con’t)

= View the body of the
screen for Next increase
and Ind. val.;

Ind. val. (Indirect Valuation)

Field Value of

“I”

Indirectly valued employees eligible
for a Periodic Increment increase or
a Longevity increase will either
automatically receive their increase
based on the logic tables or upon
reaching the override date in the
Next Increase field

Capacity LIl Level 100 . QA6
Wark hoursfperiod a7 . 00 Semi-month
Mextincrease 216/ 2009
Annual salary hE, 65
0. JArmount curr .. fA | MumberiUr
2, 444 00 5D |1 0. 0c

State of Washington

Field Value is
blank

Employee is Directly valued and the
agency is responsible for maintaining
this infotype when the employee is
due a pay increase. If the employee is
Directly valued but using the standard
progression pay scale area, the
agency must input an override date of
12/31/9999 in the Next Increase field
to prevent the PID automation from
changing the Pay Scale Group Level

Scenario 5 — View Basic Pay
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Scenario 5 - Viewing Basic Pay (con’t)

=
| Infotype  Edit Goto  Wage tvpes  Extras  Systerm Help

| @ 10 @@Q CHE DDoD BR QB
Display Basic Pay (0008)

Fayments and deductions

= Click on Payments
and deductions to
view current
deductions;

=
| List Edit Goto Swsterm  Help . .
|@ D il ece DB tnon D O The deductions are also displayed
Payments and Deductions ~ on Recurring Payments/
o '
Reporting period: 03/01/2008 to 12/31/9999 DedUCtlonS InfOtype (0014)
Ferio Mame hotivity PT P& PS5 Group PL
Infotyp Subtyp Oh Start Date End Date l
Reas.
W. type Amount Curr [ Number Unit @
Infotype  Edit Goto  Extras  System Help
400B0AES LYNCH JUDY IT SPEC 3 oo o1 58
. _ & a4 HIGE@ S HE aDa80 EE @
QEog Basic Pay o} Basic contract o3
61 Periodic Increment - - -
1093 Pay Period salary 2,360.00 Usp 0.0 Overview Recurring Payments/Deductions (0014)
**** Tota . . .
0Oe8 Basic Pay 2] Basic contract (=T
61 Periodic Increment
1003 Pay Period Salary 2,444 00 USD 0.on
#e25 Total 2,444,090 USD .00 Personnel Mo, (40000005 MNarme LYNCH JuDy
BB14 Recurring Payments/Deductions 2661 83/ FersArea |1118) Deptof Personnel EEGroup |B| Permanent
2661 Charity 12 50 USD 4 0,00 ~ '| PSubarea |B081 | Mon Represented  EESubgroup |81 Monthly(M) OT Exemn.. Status  Active
@8 choose  |@1/81/1800 tn 12/31/9939 5Ty,
Wage type |WageT1,rpe Long Text |Fr|:|m |T|:| |0 |Amnunt |Cr|:3r E
2661 Charity 12162007 04015/2008 A 12.80 USD |E|

Scenario 5 — View Basic Pay

State of Washington



Exercise:
View Employee Basic Pay (pg 28)
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Create and Maintain Payroll Master o
Data

Scenario 1 New Hire

Scenario 2 Appointment Change .
Scenario 3 Employee Separation ,\

Scenario 4 Managing Work Schedules ——l |
Scenario 5 View Basic Pay | =

Scenario 6 Cost Distribution Change

Scenario 7 Hourly Rate Per Assignment

Scenario 8 Bank Details for Warrant or Bank Transfer (ACH)
Scenario 9 Cancel a Warrant/ACH

Scenario 10 Recover a Manual Warrant

State of Washington



Scenario 6 - Cost Distribution Change

= Use Cost Distribution (0027) to override the cost associated with
an employee’s assigned position.

= Use when an employee is paid by a set of cost distribution
attributes other than the one that is assigned to their position,
complete Cost Distribution (0027).

Infotype  Edit Goto  Distribution list  Extrazs  Systerm  Help

» Fields to complete: @ S JH eae DLE D000 IF @

— Start/To Create Cost Distribution (0027)

DD | Org. Management info |

- DIStrIb' (DIStrIbUtlon) E Personnel Mo, (40088085 Mame LYNCH JUDY
_COCd (Company COde) PersArea |1110| Deptof Personnel EEGroup |0 Permanent
~ '| PSubarea [B001) Mon Represented  EESubgroup (01 MorthlyiMy OT Exern.. Status  Active
—Cost ctr (COSt Center) Start a1/e1/1808[@T0  [12/31/9999
—Fund Pct. (Percent) Distrib. ™ |
—Functional Area | [ |
Cost ObJeCt —=W |cocd Jcostetr [Pt [Busalcostobject  JaFRS Project JaFRs A @
—AFRS Project [ [
—AFRS Allocation N
« Click @ (Enter) 0 =
. L[] [ |[«][+]
. CIICk (Save) @g Mew entries | Entry 1t

State of Washington




Cost Distribution Fields

93

HRMS Field SOW Code Calculation Format Example (DOP)
Name Accounting
Object
Cost Center | Organizational | Three character business area | AAAXXXX000 111H110000
Index + AFRS Org. Index + 000
Fund Appropriation Three character business area | AAAXXXXXX0 1114199020
Index & Fund + AFRS Appropriation Index +
AFRS Fund +0
Functional Program Index | Three character business area | AAAXXXXX00000000 | 1110990000000000
Area + AFRS Program Index +
00000000
Cost Object | Master Index Three character business area | AAAXXXXXXXX0 111000130000
+ AFRS Master Index + 0
AFRS Project, Sub Three character business area | AAAXXXXXXXX 11191010000
Project Project & + AFRS project + AFRS
Phase subproject + AFRS Project
Phase
AFRS Allocation Three character business area | AAAXXXX 1110000
Allocation + AFRS Allocation Code

State of Washington

Legend:

A — Agency/Business area (3 characters)

X = AFRS Org Index
O — Filler characters, usually 0




Create and Maintain Payroll Master >
Data

Scenario 1 New Hire

Scenario 2 Appointment Change
Scenario 3 Employee Separation
Scenario 4 Managing Work Schedules

Scenario 5 View Basic Pay

Scenario 6 Cost Distribution Change
Scenario 7 Hourly Rate Per Assignment
Scenario 8 Bank Detalls for Warrant or Bank Transfer (ACH)
Scenario 9 Cancel a Warrant/ACH

Scenario 10 Recover a Manual Warrant

State of Washington



Scenario 7 - Hourly Rate per Assignment >

Use Hourly Rate per Assignment
(0554) if an employee is eligible to g
work a position other than the one|imeme est con cwas sysem e

recorded on the Organizational |© 2B ICe8 SHRE BDOND|
Assignment (0001) infotype. Create Hourly Rate per Assighment {0554)
ElEp=

» This Infotype is required if
recording hours worked at
different rates of pay.

Personnel Mo, |[40000885 Mame LYMCH JuDy

|| Persarea 11108 Dept of Personnel EEGroup |@| Permanent

'| PSubarea |BOE1 | Mon Represented  EESubgroup |B1| ManthlyiMy OT Exemn.. Status
Start B1/401¢1800 tn:u 12¢31/9994

= Create this infotype so that

| Hourly Rate per Assignment

hours can be entered into || Assignment Ef =
Chject Type

CATS I:l] F'I:nfaitinnw:lfpI 1
Yaluation hasis [+ UsD

* Fields to complete:
= Assignment
» Position
= Valuation Basis (hourly rate) KIXeRVE T elelle[VHa [olVi\AREE
Click & (Enter)
I'lll Click (Save)

State of Washington

‘Custassignment Standard cost assignment 2

Per Assignment to complete this
task.




Create and Maintain Payroll Master
Data

Scenario 1 New Hire

Scenario 2 Appointment Change
Scenario 3 Employee Separation
Scenario 4 Managing Work Schedules
Scenario 5 View Basic Pay

Scenario 6 Cost Distribution Change

Scenario 7 Hourly Rate Per Assignment
Scenario 8 Bank Details for Warrant or Bank Transfer (ACH)
Scenario 9 Cancel a Warrant/ACH

Scenario 10 Recover a Manual Warrant

State of Washington
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Bank Details for Warrant or Bank
Transfer (ACH)

. If an employee eleCtS |I:U1nf0type Edit Goto Extras System  Help
to have their pay |& : (0e@e CHE 8000 DE @B

97

deposited through Copy Bank Details (0009)
Bank Details for R

* | Personnel Mo, 40000078 Mame FUNCH RALFH
Warrant or Bank PersArea |4650| Parks/Recreation Comm EEGroup 0| Permanent
1= 98 | psubarea |0001 | Non Represented  EESubgroup |07 MonthiyiM) OT Exe. Status  Active
Transfer (ACH), the Start basigrzanas)to  [12/31/9998
bank information is _
Bank details
entered on the Bank el Bark details type Main bank o
e === Payee James Doe 40000078
Detalls (0009) Postal Code/City
. Bank Country USA, g
|nf0type . Bank Key 325181028 YWASHINGTOMN STATE EMPL CU
Bank Account 325437878 Bank control key 01
- The prenOtIflCathn Payment method D| Banktransfer (ACH )
. Purpose EE requested change to new account.
process IS A Payment currency UsD
centralized

transaction that runs }|
In a nightly batch.

Scenario 8 — Bank Details for Warrant or Bank Transfer (ACH)

State of Washington



Bank Details for Warrant or Bank 98
Transfer (ACH)

Once an employee,s IIjErugram Edit Goto System  Help

bank details have been C 10 eee DR bt s OF o
entered or changed, an g7 Employee Letter

ACH letter can be run.

Agencies run their own Selections fom || @ Search helps S Org structure
ACH letters and [ peros_] i h i
distribute them for. o ot g;;;::;;;m @ yees
employees to confirm || cotterpeios
the correct information Period | To
has been entered. | Payolperiod |
TransaCtlon COde. Sel:l'zc;’tsinﬂr:'lﬂel Mumber E
ZH R_R PTPY7 13 Fersonnel area E

. Personnel subarea =5
Fields to complete: Susiness area E

Fayroll area i

— Period

- SeleCtlon Additional Selections

_ Addlthﬂ&' J []Errors Messages

Selections

Click iz (Execute)
Scenario 8 — Bank Details for Warrant or Bank Transfer (ACH)

State of Washington



Bank Details for Warrant or Bank
Transfer (ACH) Letter

= After the report
IS executed, a
print dialogue
box displays.

*= You can either
print the letter
or preview how
it will print.

State of Washington

99

III?F'rint:

LOCL
wioppsolyD02\D0P2-01

OutputDevice
Frontend Printer
Fage selection

Front-end printer Sapgui
i

Spool Reqguest
Marme

Title
Authorization

SMART |LOCL|FATTYF

Spool Contral

[+] Print immediately

[ Delete After Output
[IMew Spool Request
[]Close Spool Request
Spool retention pd 8 Day(s)

storage Mode Print only

Mumber of Copies

MLUmber 1
O Group (1-1-1,2-2-2 3-3-3,..)

Cover Page Settings

SAF cover page Do Mot Print
Recipient

Cepartrment

[id

I |Q Frint H Frint preview ‘ I

Scenario 8 — Bank Details for Warrant or Bank Transfer (ACH)



Bank Details fo
Transfer (ACH)

= Once you have
previewed the
letter, print it to your
local printer.

= Then the letter Is

|G E .I eQa BHR Do O D8
I t t I Print Preview of LOCL Page 00001 of 00001

Stk of Washingion
partmes of Personnel

[

sent to employees
to confirm the
accuracy of the
bank details
entered in HRMS.

Dear Employee:

According to our records you have authorized the State of Washington to sutomatically deposit your net wages,
Wou will receive a warrant until the nevw information has been recorded properly.

Please verify the fallowing information to ensure your wages will be depasited to the proper financial institution
and account. If the information is correct, the awtomatic depost of your wages will begin as soon az the account
information iz confirmed by your financial institution. This takes approximately 10 to 15 calendar days.

Financial Institution Mame: KEY BANK

Financial Instiution Mumber: 041200775

Type of Account Checking or PAY CARD*
Account Number: B357V358215

*Note for emplovees using PAY CARD: Pay cards are coded as a Checking account in the payroll system for the
purpozes of automatic deposit of net wages. Your net pay will be directed to your pay card as requested.

If any of the shove information is incorrect, please notify yvour payroll officer ** IMMEDIATELY ** zo that the
information can be corrected. Incorrect information may cause your wages to be directed to the wrong financial
institution ar account and delay your pay. Moreover, your correct automatic deposit may not be effective until the
fallowing pay period.

If you have any questions, please contact your payroll officer,

State of Washington

Scenario 8 — Bank Details for Warrant or Bank Transfer (ACH)
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Exercise:
Create Bank Detalils for Direct Deposit (pg 32)

State of Washington




Create and Maintain Payroll Master 102
Data

Scenario 1 New Hire l—' < ‘

Scenario 2 Appointment Change ‘ ‘

Scenario 3 Employee Separation }/

Scenario 4 Managing Work Schedules ?/’ :
7 A

Scenario 5 View Basic Pay

1"

Scenario 6 Cost Distribution Change

Scenario 7 Hourly Rate Per Assignment
Scenario 8 Bank Detalls for Warrant or Bank Transfer (ACH)
Scenario 9 Cancel a Warrant/ACH

Scenario 10 Recover a Manual Warrant
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New Terms

Off Cycle Reversal Event that occurs when a warrant or direct deposit is
cancelled because of an error.

State of Washington
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Warrant/ACH Cancellation Process

Off-cycle reversals are payroll process events in which
employee warrants or ACH payments are cancelled
because of errors or discrepancies.

= Warrants are the actual ‘physical’ checks that are
distributed to each employee on pay day.

A two step process is necessary to cancel a ACH:

1. Contact the DES Service Center to process the ACH return
through OST. This creates a negative ACH transaction but
does not guarantee the money will be returned.

2. Process the reversal through the HRMS Off-cycle
workbench and cancel / reverse the payments.

Hn Scenario 9: Cancel a Warrant

S f Washington



Off-cycle Workbench

* The off-cycle workbench is an HRMS component
used to process off-cycle reversals for warrants
and ACH files.

* The types of payment processing using the off-
cycle payroll workbench include the following:

— Warrant / ACH cancellations

* The off-cycle workbench is not used to replace lost
or misplaced warrants.

Scenario 9: Cancel a Warrant

105
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Cancel a Warrant/ACH

=
| bdenu Edit Fawaorites Extrazs  System Help
| 200 ¢@e DHE anl There are two ways to access
SAP Easy Access the off-cycle workbench
[ ][] transaction within HRMS at the
b (7 Favorites SAP Easy Access screen:
= 23 SAP menu
[ [J Office
[ (3 Cross-Application Components — Menu path
[ (7 Logistics .
b (3 Accounting Human Resources =2
= 20 Human Resources " PayroII >
) PPMDT - Manager's Desktop _
[ (3 Personnel Management = Americas =2
[ (1 Time Management
= 3 Payroll =USA->
b 1 Europe = Off-cycle >
= & Americas
b (J Argentina » PUOC _10 - Off-Cycle Workbench
I (1 Brazil
I (J Canada
b (J Mexi :
v & USA — Command field
> QI payroll = Enter transaction code: PUOC_10
2 PUOCEA - OC Elatch Funuwup for payrall

Scenario 9: Cancel a Warrant

State of Washington



107

Cancel a Warrant/ACH

[=
Offcycle Edit Goto  Systern Help

A 200 e CHE ana0 AR @m
Off-Cycle Workbench = The Off_Cycle
Workbench screen
Personnel Number 40000220 |WISNESKI URSZULA appears_

E Reverse payment

5 Histary .I [ Payroll . a¥a Replace payment 4

€8 Assign check number g Enter the Personnel

Payroll history - Reverse Number.
ElS tdate [Re. |Re |inr. [Pm [P t nump R ;
IE D;}.;rg?;m:e £ £ n - ayment number Eason u CIICk On the Reverse
[ 1211012008 D payment tab (the screen
| 10/24/2008 D he lef
10/10/2008 D to the left appears).
| o9r2s/2008 D .
| |0ortora008 D = = Click the grey box to the left
i — oo of the warrant you want to
cancel.
= Enter a Reversal reason.
Reversal reason B |@ Reverse .
= Click Reverse.

= Accept the error. The
Ripped during printing warrant is now cancelled.

Printed incarrectyy
Destroved/unusable
Stolen

Incorrect lot inserted
Feversed check payment
Check woided after printing

1 Scenario 9: Cancel a Warrant

fird

State of Washington
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Exercise:
Cancel a Warrant (Statement) (pg 36)




Create and Maintain Payroll Master 109
Data

Scenario 1 New Hire

Scenario 2 Appointment Change
Scenario 3 Employee Separation
Scenario 4 Managing Work Schedules

Scenario 5 View Basic Pay

Scenario 6 Cost Distribution Change
Scenario 7 Hourly Rate Per Assignment
Scenario 8 Bank Details for Warrant or Bank Transfer (ACH)
Scenario 9 Cancel a Warrant/ACH

Scenario 10 Recover An Overpayment

State of Washington
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Scenario 10: Recover an Overpayment

= The Payroll Processor corrects the overpayment by running a
retroactive payroll, which reprocesses the previous pay period,
calculates the overpayment, and prepares to recover it in the next
payroll.

= The agency identifies the amount of money that is scheduled to be
taken away.

= Since money can not be withheld from an employee’s check without
his/her approval, the agency creates a positive balancing adjustment
that matches the overpayment amount to ensure nothing will be
withheld from the employee’s check until repayment arrangements
can be made.

* Finally, the agency creates a recurring deduction to recover the
overpayment over a period of time agreed to by the employee.

State of Washington
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Scenario 10: Recover an Overpayment

=
‘ hlenu Edit Faworites Extras System  Help
o |
|@ 2l TETS @S, 16 recover an overpayment
SAP Easy Access access the maintain master data
= | ]| E®][2] | [+][« transaction within HRMS from

the SAP Easy Access screen:

[ (J Favorites

¥ O3 BAP menu — Menu path: SAP Menu -
b Office Human Resources - Personnel
b g Cross-Application Components Management > Administration
[+ Logistics . :
b (] Accounting - HR Master Data - Maintain
3 Hurman Resources or

2 PPMDT - Manager's Desktop

=7 12 Personnel Management — Command field
= ) Administration = Enter transaction code: PA30

~ &3 HR Master Data = Click Enter.
[ PAAD - Personnel Actions

© PA30 - Mairtain |

Ll PAZD - Display

2 PA10 - Personnel File

State of Washington
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Scenario 10: Recover an Overpayment

=
I HE master data Edit Goto Extras  Ltilities  Settings  System Help

e

JE@a@ = HE B0

Maintain HR Master Data

Personnelno. | [40000220

|| Mame WISNEZKI URSZULA

Fsubarea (0002 | WS

Fayrall

Basic Personal

PersArea 5400 Ermployment Security Dept
EESubgroup |01 | Monthiy(M) OT

EEGroup |0/ Pe

Benefits ~ Time Recording .

State of Washington

Infatype text |E| |_| Feriod
Basic Pay o [~ | @ Period
_Recurring Payments/Deductions " ] From
Additional Payments O Today
Cost Distribution o O Al

The Payroll Processor
uses the Maintain Master
Data screen to access
Additional Payments
(0015) to recover an
overpayment.

Enter the Personnel no.
for the employee.

Click to the left of the
Additional Payments on
the Payroll tab.

Click 1 (Create)
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Scenario 10: Recover an Overpayment

= Inthe Wage type field, click |l:w

(Matchcode) to open the
selection list.

= Select Wage Type 3231
Gross Adjustment.

= Click & (Enter) to validate
= Enter the Date of origin

= Enter the Amount.

= Enter the Reason for Change
(optional)

» Click'@ (Enter)
= Click @ (Save).

State of Washington

Infotype Edit Gaoto Extras system  Help

|@ 3/ 0 ICES SHB ODo8
Create Additional Payments (0015)

BiEpH

Personnel Mo, | 40000220 Mame WISMESKI LIRSZULA
FersArea 5400 Employment Security Dept EEGroup [Q| Perm:
FSubarea (0002 | WS EESubgroup (81 | Monthly(h) OT Ex

Additional Payrnents

Wage Type 1_3231_f

Arnount 175, 00 fuUsD Ind.wal.
murnber funit

Cate of arigin 1241572013
Default Date

Aszignment Murnber

Reason for Change
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Scenario 10: Recover an Overpayment

* Run a payroll simulation to verify that no money will be
withheld from the employee’s next check.

— See detailed instructions on the OLQR under HRMS Reports:
Payroll Simulation (PC0O0_M10_CALC_SIMU)

* Once the payroll simulation has been run, the next step is to set
up a payment plan to recover the overpayment.



http://win-shrweb.dis.wa.gov/olqr/nav/706/1665/index.htm
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Scenario 10: Recover an Overpayment

=y
‘ Menu Edit Favontes Extraz Systermn  Help

@

q H &R

SAP Easy Access

[ (J Favorites
= {3 SAP menu
[ (] Office
[ (3 Cross-Application Components
[ (J Logistics
[ (J Accounting
= ZJ Human RESOUrCES
2 PPMDT - Manager's Desktap
=~ 1 Personnel Management
= 23 Adrninistration
= &Y HR Master Data
2 PAAD - Personnel Actions
2 PA3D - Maintain
2 PAZD - Display
) PA10 - Personnel File

State of Washington

To set up the payment plan
access the maintain master data
transaction within HRMS from
the SAP Easy Access screen:

— Menu path: SAP Menu 2>
Human Resources - Personnel
Management - Administration
- HR Master Data - Maintain

or
— Command field
= Enter transaction code: PA30
= Click Enter.
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Scenario 10: Recover an Overpayment

=
| HE master data  Edit Goto  Esxtras  WHilities  Settings  System Help | Enter the Personnel
| & 1 0H @eQ Lk anon BAE @B no. for the
2 Maintain HR Master Data | |
employee.
Persannel no. 400000885 .
|
Mame L¥NCH JUDy CIICk tO the Ieft Of
~ '| Perstrea |1118| Dept of Personnal EEGroup |8 Permanent h R rrln
PSubarea BET | MNon Represented  EESubgroup |81 MonthiyM) OT Exerm .. Status  Active t e ecu g
Payments/
Basic Persanal Benefits , Time Recording | Addtl. Person.. [, E| .
Deductions on the
1 Infiotype text [.] | |Period
l— Hasin Pay ﬁ: ) Perind Paer” tab'
Recurring Payments/iDeductions o From [01/81/12808|Ta 124319989
_Additinnalﬁayments O Today O Currweek - CIICk D (Create)
| |Cost Distribution @ all O Current month
| |Pank Details v (O From curr.date (O Last week
| [Fxternal Transfers O Ta Current Date (2 Last manth
| ol Sz v ||| © Current Period O Current Year
| |Residence Tax Area w"E |~:.-_. I Tp— |
Work Tax Area |E|
Direct selection
Infotype Recurring Payments/Deductio .. STy

State of Washington
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Scenario 10: Recover an Overpayment

Complete the following fields:

=
] Start Da‘te | Infotype  Edit Goto  Exras  System Help

| @ 21 dH QORI DHE BDOD
= End Date* Create Recurring Payments/Deductions (0014)

= Wage type (3223 CjEle

. Personnel Mo, |[40000005 Marme LYNCH JUDY
Repayplan dedUCtlon) || Persarea (1110 Dept of Personnel EEGroup |8 Permanent
'l PSubarea |0001| Mon Representad ESubigroup [B1 ] Monthlyid) OT Exem.. Status
= Dollar Amount Star 17171808 [@)to| | [12/31 /9800

= Click ¢! (Enter) to accept

Recurring PaymentsiDeductions
Wage Type =

the overpayment amount

Armaunt 5D
Fumberfunit

= Select the appropriate
payment model

« Click Y(Enter)
= Click &l (save).

Assignment Mumber
Reason for Change

Fayment dates

Payment maodel

* An end date is required when using WT 3223

State of Washington



118
Scenario 10: Recover an Overpayment

= Wage type 3223 has a dynamic action attached to it.

— When the wage type 3223 is saved, an Additional Payment

infotype (0015) record is created with a wage type 3224
(Repay balance).

= To complete the process enter the total amount of the
Overpayment' ||E1nfnh,rpe Edit Goto Estras  Systern Help

: | & 21908 @ SHE nNon HEIG
" C“Ck E (Enter) Create Additional Payments (0015)

» Click & (Save) "=

Personnel Mo, (40080605 Marme LYNCH JuDy
PersArea (1110 Dept of Personnel

EEGroup |B) Permanent
PSubares @081 Mon Represented  EESubgroup |81 | Monthlyihy OT Exern.. Status  Active

Additional Payments

Wane Tvpe 3224 RePay balance
| Amiournt LS50

mumberfiunit

Date of origin 04416420049
Default Date

Assignment Mumhber

State of Washington Reasan far Change




119

Section 3
Health Care Benefits Overview
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HRMS Benefits Overview

Upon completion of this short section, you will be able
to:

— Identify how benefits data interfaces between
systems

— Access health plans




Benefits Overview

DRS
_ Deferred Compensation
Retirement | Plan
Plans and ‘-
DCAP are N
Girecty HCA (“Pay 1)
into HRMS Medical, Dental, opt. Life

| and opt. LTD Insurance

Home & Auto

Insurance
(Liberty Mutual)

121

J

* Flexible Spending
It may take two days for the

information keyed into PAY1 to Account
upload to HRMS., @ED' Yo

J

. Inbound and outbound interface with HRMS.
Inbound interface only to HRMS

State of Washington
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Optional Benefit Plans Overview

= Optional plans are maintained in HRMS or through the GAP
Interfaces

— Dependent Care Assistance Program

» Deductions are created and stored in the employee’s Recurring
Payments/Deductions (0014)

— Deferred Compensation
= Stored in Savings Plan (0169)

— Life Insurance, Long Term Disability and Home & Auto
Insurance
= Stored in Miscellaneous Plans (0377)

— Flexible Spending Account
= Stored in Additional Payments (0015)

State of i

Washington




Access Health Plans (0167)

Menu Edit FEavorites Extras

| ] IF'.&SIII | 2
SAP Easy Access

[3][=] | (S| (el (2] ||~ ]

= Enter the Personnel no.
and clickgz (Enter) to
validate

= (Click the Benefits tab

= Click the gray box to
the left of the Health
Plans (0167) to select

= |n the Period section,
click “All”

= Click & (Overview) for
an overview of all
actions associated with
Health Plans (0167)

| =

State of Washington
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I HE master data  Edit Goto  Extras  WMilities  Settings  System  Help

|@ 1AL @@ DHE OhoS AR m

Maintain HR Master Data

(D[] ] ]

Personnelno. 48000220 |
MNarme WISWNESKI URSZULA

PersArea (5400 | Employment Security Dept EEGroup (B Permanent
PSubarea 0002 WMS EESubgroup (A1 | Monthiy(h) OT Exe.

Status  Active

n&

Basic Personal Data .l Payrall 48] Time Recording - Addtl. Personal Data I
IE Infotype text |E| |—| Period
Health Plans o [<] | OPeriod
Savings Plans >4 @ From To
| |Miscellaneous Plans o O Taday O Curr.week
:General Benefits Information W | @Al T i O Current manth
L OFrom curr date O Last week
| O Ta Current Date (O Last manth
L O Current Petiod O Current Year
L E |E Choose |
[~]
Direct selection
Infotype STy

Note: The Dental and/or Medical plan should

already be set-up in Health Plans (0167).
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Section 4 - Deductions
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Deductions Overview

In this section you will be able to:

= Distinguish the differences between automatic and manual
deductions

= View the infotypes associated with deduction types

= See how to create:

— A recurring payment/deduction
— A one-time payment/deduction
— Employee tax exemptions

= Delimit different types of deductions




Manual - Recurring Payments/Declucticms126

= Both recurring payments and deductions are entered in the
same place in HRMS; Recurring Payments/Deductions
(0014) Infotype

— That the same payment be made over multiple pay periods

— Or payments with a specified or open-ended end date use
Recurring Payments/Deductions (0014)

= To access Recurring Payments/Deductions (0014), enter
transaction code PA30 into the Command Field.

‘@Menu Edit Favorites Extras  Systern  Help
AEE 20 ee | D
SAP Easy Access

(B[] & &[] v~

[ [(J Favorites i  om—

b (] SAP menu — _"———E‘
s




Recurring Payments/Deductions

= Click on the Payroll tab

= Select Recurring
Payments/Deductions (0014)

= Enter Personnel no.
= Click U (Create)

» Fields to complete:

= Start/End dates
= Wage type
=  Amount

= Payment Model
(frequency of payment)

= Click & (Enter)
= Click El (Save)

State of Washington

=
I HE masterdata Edit Goto Exiras Utilities Settings  Systern Help

| @ 100 eae SHE Dnon BRI @

7®|m Maintain HR Master Data

Dl e m el 3]

Personnel no. Hoopooas
Mame LYNCH JUDY
Persfrea (1110 Dept of Personnel

T

EEGroup |8 Permanent
PSubarea 0001 | Mon Represented  EESubgroup [81] Monthly(M) OT Exem .. Status  Active

127

Basic Personal Fayroll Benefits | Time Recording . Addtl. Person... |}, m
i1 Infatype text [e.] || Feriod
— Basic Pay ﬁﬂ O Period
Recurring Payments/Deductions i From |@1/81/1800| To 1243179999
Additional Pavment O Today Y e weaale
| |costpist] =

Infotype  Edit Goto  Extras  Systerm Help

| & 290 eae SHE anan HE @

Create Recurring Payments/Deductions (0014)

BB

Personnel Mo, (40000005 Marme LYMCH JuUDY
Persarea |1110) Dept of Personnel

EEGroup |8 Permanent

Start @1401/1800 m

1243149939

Recurring PaymentsiDeductions
Wage Type [

Amount usD
MNumberiunit

Assignment Number

Reason for Change

mMaonthly{M) OT Exerm .. Status  Active

Payment dates
Payment model
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Additional Payments

* |f arequest has been made or the need exists to create a
one-time deduction, set up the payment on Additional
Payments (0015).

= To access Additional Payments (0015), enter transaction
code PA30 into the Command Field.

=
||I::" I HE master data  Edit Goto Ewutras  Utilities  Settings  System  Help

Mlenu  Edit Favortes Extras Swystem  Help & al d SE@ CHE DL I BER 2m
| ) Ipm,:, = < & Maintain HR Master Data
[0)[7 ][] o [ ]
SAP Easy Access mersonnelno. (40350220

WISNESKI URSZULA

Marne
IEI |E| IEI = &| persarea [5488] Employment Security Dept EEGroup |@| Permanent

PSubarea Q002 | WS EESubgroup |01 | Monthly(h) OT Exe.  Status  Active
. - _r_'
[ Fawvaorites
N -_1-=_"'F Basic Personal Data@ Benefits , Time Recording |, Addtl. Personal Data |1, [« [+ ]S
I (J SAP menu _-_# |
e Infatype text |E||—| Period
Basic Pay « [2| | @Period
Eecurring Pavments/Oeductions (] From |04/06/2003|To 1273179988
= Click he Payroll tab [ pagieris Bl oo O Curwesk
IC On t e a ro ta _CDSE DistrinLTon 4 CAll O Current month
_Elank Details v C From curr.date O Last week
141 External Transfers
] S | Add I P m || (O To Current Date (O Last maonth
e eCt Itl O n a a e ntS Pepiel) EfEie v Q Current Period Q Current Year
Residence Tax Area 4 = |v_. Clhanse |
(OO 15) Work Tax Area =
Direct selection
Infotype Recurring Payments/Deductio.. STy
State of Washington




Additional Payments -

= Enter Personnel no.
O & 1A CE@ BEHE DDA
" Click (Create) Create Additional Payments (0015)

= Use Additional Payments (0015) [][-]i2

Infatype Edit Goto Extras  System  Help

Fields to complete: l:l Personnel No. | 40000220 Name WISNESKI URSZULA
, F...|| PersArea 5400 Employment Security Dept EEGroup |0 | Pe
. Wa_ge type (some WT S ~ €| psubarea [DoD2 | wMs EESubgroup |01 | Monthiy(h) OT
assign an amount)
= Amount

Additional Pavments
[T Wage Type 1143 Tuition Feimb Taxable
—— |l Amount 1,241.00 |LJSD

= Date of origin *

Murmberfunit

= Click & (Enter) to validate

Infarmation

Diate of arigin A4 /28/2009 |

|
[EWage Types far Infatype "Additional F
Default Date | ge lyp ¥R
Save your entries
0 Assignmment Mumber m

Reason for Change

G EEIEE
WT |Wage Type Long Text
1054 |Lump Sum $756 Ins Pay
1055 Adj to Gross not subj Ret
1086 Adjustment to gross-all
1120 Red Tax/Ret Post Sep Rec
1126 Moncash Health Adj

1127 Moncash Gross Perm
1128 Moncash Gross non Perm
1129 Moncash Gross Nsubj Ret

= Click E (Save)

State of Washington

e Note: The date entered should be within the pay
period that the payment or deduction is desired.

1130 Moncash Gross Subj Ret
1133 Moncash Gross OverTime




Delimiting Deductions =

=
= TO de||m|t deductionS, Menu Edit Favorites Ewxtras  Syster
: a e |
enter transaction code < :
PA30 into the Command SAP Easy Access
Field. B EiNENE
- SeIeCt Recurrlng . E?Hﬂmaaterdata Edit Goto Extras Lltilities Settings  Systern Help
Payments/Deductions @ 240 CE@ SHE BDd
(0014) Maintain HR Master Data
| o PEEEEE
. C“Ck @ (D6||m|t) D Persannel no. 4A000220
F...|| Mame WISHESKI URSZULA

u Enter the Dellmlt Date |n ~ & Persarea 5400 Emplayrme I@Enter[ﬁlelimitatinn Date

the Enter Delimita’[ion Psubarea [BHR2| WS Delimit.Date 04/06/2003 [=)
Date bOX Basic Personal Data 4
: . IE Infotype text |E| [ ||| Period
= Click'# (Continue) Sasic P ¥ od”

[+]
Fecurring Payments/Deductions o (] From
Additional Payments H Today

State of Washington



Delimit Recurring Payments/Deductions

= Select the deduction(s) to end date
= Click &3 (Delimit)

=
Infotype Edit Goto  Extras  System Help

|@ 3 0H @@ DHE DDan BE @E
Delimit Recurring Payments/Deductions (0014)

Persannel Mo, 4000220 Marne WISNESKT URSZULA

PersArea 5400 Employment Security Dept EEGroup 0| Permanent

FSubarea |D00Z [ WS EESubgroup |21 | Monthiyvik) OT Exe..  Status  Active

@3 Choose P4 /0672009 tD 12/31/88388 3Ty, Celimit.Date |04/06 /2009
Wage type |Wage Type Long Text |Fr|:|m ITI:I |O |Amnunt |Cr|:3,r M
266 WaAnH ST EMPL CRE UNDZ/01/2007  [124/31/9999 4 445.00 UsD  J[+]
2661 Charity 06/01/2006 [12/31/9939 A 2.00 s [+]

= A notification that the record(s) has been delimited is displayed

State of Washington

Scenario 3 — Employee Separation

131
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Exercise:
Create a Payroll Deduction (pg 40)
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Review Questions

1. What are three examples of an automatic

deductions? (Hint: These are fed to HRMS through
Interfaces.)
1. Medical and Dental Plans (0167)

2. Deferred Compensation (0169)
3. Auto/Home Insurance (Liberty Mutual (0377)

2. What are three examples of a manual deductions?
(Hint: These are entered into HRMS when requested
by the employee.)

1. Credit Unions/Banks

2. Insurance that is not state-sponsored (AFLAC)
3. Parking Fees




Additional Deduction Procedures e

= Additional procedures are located on the Online Quick
Reference (OLQR) and include:

— Recurring Payment with a Dollar Limit

— Recurring Deduction

— Recurring Payment

— One Time Deduction — Additional Payments
— One Time Payment — Additional Payments

Contact DOP | AboutUs [RGHITNT RS oy iER T T E e T T
Hn Washington State
Department of Parsonnal | | @
m Strategic HR
Payroll - HRMS

Compensation & Job Classes | Training | Recruitment

Rules | Diversity | Payroll

Print Friendly

Home > Payroll = Human Rescurce Management System = On-Line Quide Reference =
User Procedures

User Procedures

State of Washington


http://win-shrweb.dis.wa.gov/olqr/nav/280/1592/index.htm
http://win-shrweb.dis.wa.gov/olqr/nav/280/1722/index.htm
http://win-shrweb.dis.wa.gov/olqr/nav/280/1727/index.htm
http://win-shrweb.dis.wa.gov/olqr/nav/280/1727/index.htm
http://win-shrweb.dis.wa.gov/olqr/nav/280/1727/index.htm
http://win-shrweb.dis.wa.gov/olqr/nav/280/1729/index.htm
http://win-shrweb.dis.wa.gov/olqr/nav/280/1729/index.htm
http://win-shrweb.dis.wa.gov/olqr/nav/280/1729/index.htm
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Section 5 - Reports




HRMS Customized Reporting - Transaction
Code Map

The Transaction Code used for
this example is ZHR_RPTPYNO9

Payroll Threshold Report

Report GAP #

HR = Human Resources \

TN

Z HR  RPTPY NO9
'~ ——

| |

“Z” = Custom “RPT” = Report Functional Area

PY Payroll

TM Time Management

PA Personnel Administration
OM Organizational Management

State of Washington
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Payroll Reports”

Payroll Payroll

= Cancellation of Warrants Issued = Wage Type Reporter (Pcoo_M99_CwTR)
= Cancelled Warrant ACH Report = Year End Reports (HRMS Reports)
= Corrections and Returns for

— W-2 Wage and Tax Statement

— Appointments with EIC at Year End
(ZHR_RPTPY675)

— Tax Exempt Status Report
(ZHR_RPTPY661)

Agencies
= Earnings Statement

= Employee Year to Date Payroll
Register

=  Payroll Journal

= Payroll Simulation Benefits

= Preemptive Time Data Check = Active Employees with no Retirement
Deduction Taken

» Reference Personnel Number L _
= Participation (Retirement)
= Participation Monitor

» Retirement 70 day Default

HVB * Not a comEIete list of Eaxroll reEorts ‘




Payroll Simulation

= Use the Payroll Driver (USA)
(PCO0_M10 CALC_SIMU) to view/review
what an employee is going to be paid prior
to the payroll run.

* Run this report when you need to see how
a change to an employee's pay,
deductions, and/or retro calculation will
affect an employee's NET pay.

= In order for the payroll simulation to be run
these two criteria must be met:

= An employee's payroll master data is
complete.

= An hourly employee has time entered in
HRMS for the selected pay period.
— You can run a payroll simulation for the
current period or for another payroll
period.

State of Washington
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=

Program Edit Goto  Systerm Help
& aly Sae 2
Payroll Driver (USA)

Further selections || 5 oearch helps

Feriod

O Today O Current manth

O Up to today O Fram today

@ Other period
Data Selection Period |
Person selection period

| Fayrall periad

Selection
Personnel Mumber

General program control

Reasan for payroll

Off-cycle payroll

achema WIETEIE
Forced retro.accounting as of

Toot e (e et el


http://win-shrweb.dis.wa.gov/olqr/nav/706/1665/index.htm
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Payroll Threshold Report

E?Erngram Edit Goto System Help
To find payroll errors ahead of time use g Y i eae BHE
the Payroll Threshold Report Payroll Threshold Report
(ZHR_RPTPYNO9)
= This reportis used to view payroll Puilivee |
information after a simulation has e
been run or after payroll has been ®End of n-period
released for corrections by DES. Dmrpenes
Payroll type

= When you need to verify payroll |
iInformation or you would like to
ensure that employees are set up Selections

FPersannel nurmber

correctly with payroll master data. At

Personnel subarea

Fayrall period

Ernployee group
Employee subgroup

State of Washington


http://win-shrweb.dis.wa.gov/olqr/nav/706/1666/index.htm
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Payroll Journal Voucher Report

=
Frogram Edit Goto Systern Help

Use the Payroll Journal Voucher < T J0 e DHE

M (ZHR—R PTPY376) to Payroll Journal Voucher Report

display the record of money being
transferred between agencies and

Petiod

funds via Journal Vouchers. Payrall Area i
. Fayroll Period 232008
= When you need to review all Sequence No.  Testing )

transfers of monies between _
agencies, Electronic Funds e et YERTETE
Transfers, treasury and/or treasury
trust account funds. =EEs

Business Area K

Report D e

= Payroll has been exited by DES.

tlode
[ Show Employee Level Detail

ALY
ALY Report Layout

State of Washington


http://win-shrweb.dis.wa.gov/olqr/nav/706/1779/index.htm
http://win-shrweb.dis.wa.gov/olqr/nav/706/1779/index.htm

Wage Type Reporter

Use the Wage Type Reporter

(PCO0_M99 CWTR) to
identify transactions
automatically recorded in the
Agency State payroll
Revolving Account 035 in
General Ledger (GL) 5199
Other payables.

Agencies should generate this report
each payroll. To receive current
results DES must execute a payroll
run and have stored results during a
payroll cycle.

The payroll cycle must be exited.

State of Washington

=
Frogram Edit Goto  System Help

& 3 A H a6 8o

Wage Type Reporter

Further selections || & search helps

Selection
Fersonnel Mumber

Company Code
FPersonnel area
Fersonnel subarea
Employee group
Employee subgroup
Fayroll area

Fayrall Interval
Period

Payroll type
| Fayrall Period

Period determination

O For-view payroll periods

141


http://win-shrweb.dis.wa.gov/olqr/nav/706/1659/index.htm

Wage Type Reporte

= These are the roles that can
run this report:

— Payroll Processor
— Payroll Analyst
— Payroll Inquirer
— Payroll Supervisor

= Department of Personnel has
created state-wide variants to
help agencies with their
reconciliations.

— Use the procedure
Report_Create and Retrieve
Variants for steps to access
the state-wide variants.

State of Washington

r (con’t)

| EProgram  Edit Goto  Systern Help

ITHICE® BHEE OTO0 HE @ o

7
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&
Wage Type Reporter

Further selections || o

Search helps |

= Ory. structure

Selection
Personnel Number
Company Code
Personnel area
Personnel subarea
Emplayee group
Employee subgroup
Payroll area

[s]s]e]e]s]e] ]

Payroll Interval
Period

Payrall type

| Payroll Period

To

Period determination
® |n-view payroll periods

O For-view payroll periods

Other selections
YWage Type
[JArchived Payroll Results

[ Display recs with null values

| Object selection

to

Cutput
@ SAP List Viewer
O ALY Grid Contral
O Microsoft Excel

Layout variant
Layout variant
Template PC File
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Wage Type Statement

=y
Frogram Edit Goto Systern Help

Use the Wage Type Statement @ 290 A0 I BHME 8D
(S AHR 61015611) for Wage Type Statement

: : : =
displaying lists of wage type
amOuntS based on the paer” | Further selactions || 5 =earch helps |
. .. Fayroll period
data for the individuals selected. | aay ares |
. . . ® Current period
The evaluation indicates the O Other perind
number and amount values
. Selection
currently assigned to each wage | ...« number
type Payroll area
Pers areafsubarealcost cente H
Employee groupssubgroup H
Additional data
YWiage types
Wage type to be evaluated to
Alternative currency
L] Mew page perwage type

State of Washington


http://win-shrweb.dis.wa.gov/olqr/nav/706/1771/index.htm

Wage Type Assignment

Use to view the list of
all HRMS wage types
and view the General
Ledger account the
wage type will post to
in OFM’s Agency
Financial Reporting
System (AFRS)

Refer to the OLQR
User Procedure: Wage
Type Assignment -
Display G/L Accounts

Access this report
using the transaction
code:

PCO0_M99 DKON

&
‘ Program Edt Goto System Help

@ 2 10/@@e BHE D900 BF QF

Wage Type Assignment - Display G/L Accounts

Selection
Country Grouping 18\ to E
Ware Type i
Company Code to 9
Key Date 1042312008

[ ]¥aluate Add. Modification

Consider Business Processes
[v|Payroll Results Posting

Month End Accruals Posting
[v] Cost Planning

Diaplay as tree

Display as variable list
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Payroll Journal

=
Frogram Edit Goto Systern Help

|ee 790 eaQ DM

Use the Payroll Journal Bt ‘
] ayroll Journal
(ZHR_RPTPYNS33) to verify the

earnings and deductions for " Futher selsctions |
' n 71 Periods
individual employees or groups S |
of employees in your agency. © et ars
ther periods
= Use the OLQR procedure Payroll S
Journal (ZHR_RPTPYN33) to
. melections
understand the purpose of this Cersonmel number
repOI’t. Fersonnel area

Personnel subarea

. . r- . Employee group
— Itis used for Payroll certification based Employee sUbgroup

on the State of Washington Office of
Financial Management State

Administrative & Accounting Manual Additional Selections
QOrganizational Key
(SAAM) Chapter 25.20.30. BUsingss Area

httD [lwww.ofm.wa. QOV/DOI|CV/25 .20.htm ] Print anly Totals sheets

State of Washington


http://win-shrweb.dis.wa.gov/olqr/nav/706/1677/index.htm
http://www.ofm.wa.gov/policy/25.20.htm

Warrant /| ACH Register and Summary

Use the Warrant/ACH
Reqgister and

Summary

(ZHR_RPTPY635) to
display both detail and
summary information
for warrants and ACH.

View the employee's
warrant or ACH number
and pay amount.

Run after Payroll is exited.

State of Washington

Warrant/ACH Register and Summary

@ & H

Pay Petiod

Payroll Area
Pay Period

Ermployee Selections
Personnel MNurnber
Business Area
Personnel Area
Personnel Subhrea
org Key
Crg Unit

Report Type
Surmmatize by Personnel Area
Surmmatize by Personnel Subdrea
Surmmatize by Org Key
= Warrant Reqgister
ACH Register
% DIrect by Pers, Area
% DlIrect by Pers. Subtrea
% Direct by Org. Lnit

Other Cptions

Include Signature Field

to
to
to
to
to

to

lse Current Period
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http://win-shrweb.dis.wa.gov/olqr/nav/706/1685/index.htm
http://win-shrweb.dis.wa.gov/olqr/nav/706/1685/index.htm
http://win-shrweb.dis.wa.gov/olqr/nav/706/1685/index.htm

Adjustments to Earnings Subject to

Employment Security
Use the Adjustments to Earnings Subject to Employment

147

Security (ZHR_RPTPY123) to display warrants cancelled
outside of the quarter they were originally issued.

Frogram Edit Goto Systern Help

A Be@@ DEHE SO BHE @

Adjustments to Earnings Subject to Employment Security

| &
= Cancellation of Warrants
Issued
Periods
= Used to update quarterly Payol s
urrent perio

Unemployment Insurance
data. This report

@ Cther perinds
@ In-period view

O For-period view

Period

supplements the quarterly

interface file Employment ==

Security receives to make
any adjustments resulting
from warrant cancellations.

A

State of Washington

Personnel number
Payroll Area
Personnel area
Personnel subarea
Emplowee group
Employee subgroup

dditional Selections
Employment Security Account Number

To

[e]o]lg]le]s] ]

| = Org. structure



http://win-shrweb.dis.wa.gov/olqr/nav/706/1685/index.htm
http://win-shrweb.dis.wa.gov/olqr/nav/706/1685/index.htm
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Payroll Posting Report

=

Use the Payroll Posting Report o
(ZHR_RPTPY126) to display payroll Payroll Pocting Report -
funding/accounting transactions for
employees payroll. E——

= When the agency's payroll office has o bonm

completed an Off-cycle reversal in which
employee(s) warrants or EFT payments are =2 % ==
ersonnel Mumber

cancelled because of errors or T —y -
discrepancies.

oelect by Data

= Run after Payroll is exited. 2:1?532 e
) : . YWage Type
— This report reads payroll posting data afterithas | |, -,
been processed including interfacing with the (] Display all Data for EE

ALAS (financial) program. [Display all Bus. Areas for EE

— The employees will be identified on the
Preemptive Compensation Data Check
(ZHR_RPTPYNO8)report as having a cancelled

warrant. ALAS

Automated Liability Apportionment Solution program

State of Washington



http://win-shrweb.dis.wa.gov/olqr/nav/706/1679/index.htm
http://win-shrweb.dis.wa.gov/olqr/nav/cat706/file1663/index.htm
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Corrections and Returns

Use the Corrections and

=4
Program Edit Goto System  Help

& n A H ea@ 8l

Returns (ZHR_RPTPY151)

Corrections and Returns for Agency Action

report to display the pre-

notification (pre-note for direct |

deposits) corrections and
errors when an agency needs
to correct on the employee
record.

— Use this to display the pre-note (for
direct deposits) corrections and
rejects the agency needs to correct on
the employee record.

— Run this report on a daily, semi-

weekly or other regular basis for any

Notifications of Changes (NOC) or

Returns that may have come from the

Bank.

. T @ Run this report daily.

Further selections || 5 =earch helps |

Key date
@ Today
O Other keydate

Key Date

Selection
Personnel Murmber

Personnel area
Personnel subarea
Ermployvee group
Ermployee subgroup

ACH File Period Selection

For Date ] to
For Seqnr o E



http://win-shrweb.dis.wa.gov/olqr/nav/706/1660/index.htm
http://win-shrweb.dis.wa.gov/olqr/nav/706/1660/index.htm

Employee Year to Date Payroll Register

150

Use the Employee Year To Date Reqister
(ZHR_RPTPY646) to display a detailed report of employee YTD
totals. This report is run after every payroll cycle, off cycle and
yearly for the accumulated amounts. Creates a snapshot at end of
each calendar month (following 25th payroll).

|II7

Frogram Edit Goto  System  Help

| @ 1iB e BHE anan PR @m
Employee YTD Payroll Register Report

| Further selections | 5 Org. structure

Petiod

Period | Tao
(O End of in-period

(O End of for-period

@ Payday

Payroll type

| Fayroll period

L]

Selections
Fersonnel number

Fersonnel area
Fersannel subarea
Employes group
Employee subgroup

[o]o]o] o] o]

State of Washington



http://win-shrweb.dis.wa.gov/olqr/nav/706/1684/index.htm

Employee Cost Distribution Report

» Used to identify
employees within your
agency who have a
Cost Distribution
Infotype (0027).

= Refer to the OLQR User
Procedure: Cost
Distribution- Employee

= Access this report using
the transaction code:
ZHR_RPTFI0027

WSD Personne! |

|I:U

| &

Program Edit Goto System  Help

151

1 dEea@ DEHE SDL8 BE @

IT0O027 Employee Cost Distribution

Effective Date

Effective Date Start/End B1/87/2811 to 817872811
Employee Selections
Payroll Area to =
Employee Status ta ?
Business Area to E
Personnel Area ta ?
Personnel Sub Area ta E
Personnel Mumber ta E
Infotype Selections
Fund to =
Functional Area ta ?
Cost Center to E
Cost Object T =
AFRS Project Structure to =
AFRS Allocation Code i E
ALV Report Variant
ALV Variant Mame
151
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Cost Distribution Report

- Used to Identlfy the I:B’Erngram Edit Goto Systern Help

Cost Distribution G 198 @@ LHE fno0 BE @
IT1018 Position Cost Distribution

(1018) infotype for

each position within Efecive Dais
. . Fepart Effective Date 10/23/2012[=)
the reporting period.
Business Area to o
n Refer tO the OLQR Personnel Area to 5
Personnel SubArea to o
User Procedure: Organization Unit to o
Position Cost ey S . ;
DIStrIbUtlon- 1018 Infotype Selections
Fund to 2
= Access this report Funcional Aves e -
using the transaction e ° -
Code . Allocation to o
ZHR_RPTFI1018 v

Hn 152
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HRMS Earning Statements

= Can be viewed online with Employee Self Service for
Washington State Employees https://wahrms.wa.gov/irj/portal

Employee Seli-Service

Welcome | ESS Applications | Personal Information | Earning Statements | ESS Help

Welcome

Welcome

Employee Self Service

Personal Information — Click an the link above to update your personal information,
including address, emergency contact and email.

Be sure to enter your e-mail address in the "Personal Information” section of ESS. If you
lose or forget your password, your new password will be sent to this email address. (See
Password Problems below)

Earnings Statement — Select this option to view and print any earnings statement
issued in the past 12 months. Earnings statements are posted for viewing on the day

prior to payday. (Example: On February 24, 2011, you will be able to select and view the
February 25, 2011, earnings statement and all earnings statements issued in the past
12 months.) If you need a specific earnings statement that is not available on the list,
contact your payroll office.

Password problems? If you enter an incorrect passwaord five times, you will be locked
out of the system. Ifthis happens, click an the "Forgot Passward” link to have a new

password sent to your email address. We advise that you enter your work email
address in ESS so password changes are delivered there.

State of Washington
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Earnings Statement - Side 1

STATE OF WASHINGTON Page1 [ 2
Earnings and Deductions Statement

Payroll Date [

* Employer 1012472008 « Payroll Date
Name and Employer Location ° Work
Number - 1110 Dept of Parsonnel 2000 LOC&tIOﬂ

¢ Employee Personnel #  Payroll Area o Personnel

dd 11 Semi-Monthly -
A ress Exemptions # W/H Stat ° Payro” Area
02 Single .
Pay Period Anniversary Date ° Pay Pe”Od
2008-20 1/1/2009 .
Fay Period Begin Pay Period End (]
10/01/2008 10152008 An n IVG rsary
Data
Earnings + Allowances - Mandatory Deductions - Deductions +  Adjustments = NET PAY —
1,551.20 0.00 47T 97 203.19 0.00 1,032.20
L I
Payment Type Payment Number Account Payment Bank Amount
Direct Deposit Checking BANK OF AMERICA, NA 1,032.20
Total Net Payment 1,032.20

» Total Net Pay

* Total
Deductions

* Payment

Type

State of Washington



Reprint Earning
Statement

B Use this report to
regenerate prior earning
statements for an
employee

B Access Earnings and
Deductions Statement
using the transaction code
ZHR _RPTPY711

B Refer to the OLQR User
Procedure:
Earnings and
Deductions Statement

(=4
Program Edit Goto  System  Help
& o dEH @@ DEE ST O0 BE @
ZHR_RPTPY711XD - Select Earnings Statement
| Period
Payroll Area (=)
Pay Period [JUsze Curren t Petiod
Fun F'aLrameters
Run Type Pl
Selection
Personne | Number t
Business Area to
Personnel Area to
Personnel Subarea to
Org Unit ta
Org Key to

| Set Sort Order

Statement Type

@ Normal Statement
O Extended Statement

Qutput Options

Display PDF Online @ Preview Smartform O Sawe PDF File to PC
Marmal (path & file name)

Extended (path & file name)

Payment Type
@ Both
O'Warrants
O ACH

Employee Mo-Print Option

[1Skip Mo-Print EEs


http://win-shrweb.dis.wa.gov/olqr/nav/index.htm
http://win-shrweb.dis.wa.gov/olqr/nav/index.htm
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Summary

Throughout this course, you have learned to:

1 Describe an overview of how employee information
IS created and maintained in HRMS

1 Identify new terms and concepts specific to payroll
master data creation and maintenance

1 Create and maintain employee’s payroll master data
1 Describe the benefits process

1 Assign recurring and single payments and
deductions

M View Reports
M Locate the OLQR




Question and Answer -




Thank you

for your participation




